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The U.S. Environmental Protection Agency (EPA) wants the public to participate
in decision-making at Superfund and other sites with environmental problems. Early
and direct public involvement results in better decisions on how to deal with envi-
ronmental problems at these sites.

Forminga Community Advisory Group is one of the most effective ways a commu-
nity can participatein environmental decisions. A Community Advisory Groupisa
committee, task force, or board made up of residents of a community with Superfund
or other envrionmental problems. The Community Advisory Group enhances public
participationin the cleanupprocess and other environmental decision-making by
providinga public forum where community representativescan discusstheir diverse
interests, needs, and concerns.

The Community How To Use the 7oolkit
Advisory Group
Toolkit The “how to” information in Part 1 and

the tools in Part 2 are cross-referenced
to make the Toolkit easy to use. Each
tool in Part 2 is numbered. Each tool is
mentioned, where appropriate, in the
“how to” information, and the tool’s
number appears in the bar at the bottom
of each page in that section to guide
readers to its location in Part 2 of the
Toolkit. :

This Toolkit is designed to provide a
variety of information to help you set up
your Community Advisory Group. The
Toolkit has two parts:

» Part 1 is a collection of “how to”
information. It includes step-by-step
informationon organizing your
Community Advisory Groupand
suggestions about some of the major
things to consider as you do so.

Deciding which tools to use and in what
order will depend on your Community
Advisory Group’s stage of development.
Communitiesthat are just beginningto
consider forming a Community Advisory
Group may choose to use all the materi-
als in the order they appear in the
Toolkit. Some Community Advisory
Groups may find the materials focusing
on how to incorporate, apply for status
as a nonprofit organization, or find and
apply for additional funding to be more
useful immediately. The materials in the
Toolkit may be used singly or in what-
ever combination makes most sense for
your Community Advisory Group.

¢ Part 2 contains “tools”™—such as
outlines, forms, publications,and
other materials—for use in estab
lishingand maintainingyour Com
munity Advisory Group.

Wherever possible, additional sources of
useful information, such as organiza-
tions, publications,and World Wide Web
sites about the various topics are listed.
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Full community participation and
representation of all viewpoints are
essential to the success of the
Community Advisory Group. How-
ever, it is not practical for everyone
in the community to be a member of
the Community Advisory Group. The
membership usually is made up of
people who represent the various
interests in the community. These
may include residents or owners of
residential property near the site,
those who may be affected directly
by site releases, those who may be
affected by releases from the site,
even if they do not live nearby or
own property near the site, and
environmental and other experts
from local universities.

In addition to the community itself, a
number of other groups are involved
in making decisions about site
cleanup and other environmental
issues. These include the U.S. EPA
and other federal agencies; state,
tribal, and local government organi-
zations; and facility owners and
others who are potentially respon-
sible for the contamination at the
site. These groups work closely with
the Community Advisory Group. In
some cases, communities may
choose to include representatives of
local governments and potentially

- responsible parties as Community

Advisory Group members.

What Commanity
Advisory Group
Members Do

Membership on a Community Advi-
sory Group involves making a major
-1-

commitment. Members must be
prepared to devote considerable time
and effort in order for the Community
Advisory Group to be effective. While
many citizens may be interested, only a
few may be able to make the neces-
sary commitment.

Members are responsible for learning
about site issues. They attend and
participatein all Community Advisory
Group meetingsand share information
regularly with their fellow community
members. Community Advisory Group
membersalso review information
concerningsite cleanup plans and
provide data and informationto EPA on
the community’sissues and concerns
aboutthe site. A Cornmunity Advisory
Group member from Texas summed it
up well when she observed that anyone
who serves as a member of a Commu-
nity Advisory Group must be willing “to
work a lot of nights, talking things over
and figuring out what to do.”

What People in the
Community Can Do
To Help

Even if every citizen cannot be a
member of the Community Advisory
Group, every citizen has an impor-
tant role in the site remediation
process and can support the Commu-
nity Advisory Group and its activities.
One of the best ways to get involved in
and support the Community Advisory
Group is to attend its meetings and
participate actively in discussions.
People in the community can contrib-
ute to the work of the Community
Advisory Group in other ways as well.




Parents and Long-time Residents

Parents and Jong-time residents can help
the Community Advisory Group identify
issues concerning children and the elderly,
who are among the most vulnerable
groups inacommunity. Long-time
residents also can be excellent sources of
historical information about the site, the
surrounding community, and its residents.

Contmunity Organizations

Community organizations, such as
homeownerand neighborhood associa-
tions, tenant organizations, and senior
citizens groups, can provide important
support to Community Advisory Groups.
Local Parent-Teacher Associations
(PTAs) and school boards, for example,
canhelp the Community Advisory Group
work with the community’s schools to
inform and educate the residents about
the site and about the cleanup process.

Churches

Churches provide excellent tiesto
residentsand may be particularly helpful
inreaching some economically disadvan-
taged residents. Many churches contrib-
ute financial support to worthwhile
community projects and nonprofit organi-
zations and may provide space for
Community Advisory Groups to meet.

Environmental Groups

Local environmentalgroupscan
contributetheirknowledgeofenviron-
mental issues and their experienceto
the Community Advisory Group.

Medical and Science Professionals

Local medical and public health profes-
sionalscan provide technical expertise
on health-related issues; they may be
the first to observe the potential for
health effects in their patients. Scientists
and engineers also can offer their
expertiseto review technical information.

Business, Industry, and Banks

Small businesses and local merchant or
business associations can help get

information out to the community. These
groups also may be willing to donate low-
cost printing services, office supplies,
meeting space, or even refreshments for
Community Advisory Group meetingsand
otheractivities.

Majorindustries, large employers and
large businesses can contribute goods and
services to the Community Advisory
Group. In fact, they often are eager to be
“good corporate citizens” by supporting
worthwhile community projects. Large
companies and industrial plants may have
technical experts who will donate exper-
tise or services on a pro bono basis.

Many local public utility companies have
active community relations programs
with significant budgets for supporting
community projects. Some utility compa-
nies encourage theiremployees, including
engineers and other technical experts, to
volunteer their time to support commu-
nity activities such as Community
Advisory Groups.

Banks may be willing to underwrite
some Community Advisory Group
operationsand to supportactivities that,
in effect, protect their investmentsin the
community.

What Others Invoived
in Environmental
Cleanup Can Do

. The other groups involved in address-

ing environmental issues can support
the Community Advisory Group in
several ways.

State, Tribal, and Local

with federal and local officials and may
attend Community Advisory Group
meetings on a regular basis. Some
states also may have programs that
would provide funds for Community
Advisory Group functions, such as
hiring technical advisors.

Local elected officials can bring
Community Advisory Group issues
before their councils, boards, and
commissions. They often know of
other programs and funding sources
that Community Advisory Groups can
contact for additional resources and
expertise.

U.S. EPA

As the federal regulatory agency
responsible for hazardous waste
remediation, U.S. EPA can work
closely with Community Advisory
Groups. EPA Regional Office staff can
attend Community Advisory Group
meetingsto provide information about
cleanup plans and activities and to
discuss community questionsand
concerns. EPA also provides informa-
tion and other tools to assist communi-
ties in establishingCommunity Advi-
sory Groups and actively participating
in the decision-making process.

Governments

In some cases, the city or county
governmentmay provide admin-
istrative support for the Commu-
nity Advisory Group. Some local
governments also may provide
funding for activities or events
sponsored by the Community
Advisory Group.

Representatives of state and
tribal agencies often work closely
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People in low-incomeand minority
groups often do not feel fully accepted
as members of the community as a
whole. They may feel the government,
the media, and civic organizations do
not care about them even if the rest of
the community sees it differently.
These segments of the community
may be reluctant to join in civic
activities, including Community Advi-
sory Group activities, even though they
have been affected by environmental
hazards more than others.

To encourage these citizens to work with
or participate actively in the Community
Advisory Group, carefully consider how
to reach and communicate effectively
with each individual group.

Encouraging
Participation as
Members of the
Commanity Advisory
Group

Listed below are some ideas to help
your community seek out hard-to-
reach groups and encourage them to
participatein the Community Advisory
Group:

» Learn more about the low-
income and minority residents
in your community. Don’t
assume anything. Start by asking
others in the community for help.
Ask where low-income families
or minority residents go for
information, what people or
organizationsthey trust and
listen to. Then, ask these people
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for advice. Listen to what they
say and be willing to act on their
recommendations.

Start early and build partner-
ships with community activists
and organizations. Ask for a
meeting to discuss the hazards
faced by their community.
Explain how the Community
Advisory Group will work and
how importanttheir participation
is to the residents they represent
and to the overall environmental

‘goals of the Community

Advisory Group.

Consider holding a special
meeting with low-income,
minority, and other hard-to-
reach groups. Be willing to take
importantinformationto the
people who need it. This is
particularly helpful at the begin-
ning of the Community Advisory
Group process to explain the
problemsthe Community
Advisory Group will be working
to solve and to encourage these
stakeholders to participate.
Consider co-sponsoringa
meeting with a trusted commu-
nity group that supports the work
of the Community Advisory
Group. Schedule the meeting ata
time convenient for most mem-
bers of the community to attend.
Avoid schedule conflicts with
other community or cultural
events. ¥ Presentation materi-
als that may be useful in
describing the Community
Advisory Group during these

See ToolsBand G



meetings is included in Part
2 of the Toolkit for your
convenience.

* Make a long-term commitment.
Don’t expect instant acceptance.
Build arelationship withthe
individualsand groupsyou
contact and plan to continue
working with them for a while.
Be patient and respect each
organization’sdecision-making
process. Understand you will
haveto build credibility first,and
that can take time.

Communicating
Effectively about the
Community @Advisory
Group’s Work

Everyone in the community cannot be
amember of the Community Advisory
Group and may not be able to attend all
the meetings. But all citizens, especially
low-incomeand minority residents,
have a stake in solving the
community’senvironmentalproblems.
And every citizen’s support is needed
for the Community Advisory Groupto
do its job effectively. As a result,
keepingall residents informed about
the work of the Community Advisory
Group is very important.

Listed below are some tips for making
sure information from the Community
Advisory Group gets to low-income,
minority, and other hard-to-reach
residentsin your community.

* Set up a Community Advisory
Group Outreach Committee.
Have the Committee look for the
best ways to communicate with
the community as a whole. This
demonstrates the Group’s
commitmentto working with all
parts of the community.

s Promote community

empowerment. Stress that each
person has a voice, and that
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every person can make a differ
ence by working together to
solve community problems.

Remember the “messenger”
can be as important as the
message. People are more likely
to listen to people and groups
they already know and trust. A
word from the minister on
Sunday can be worth more than
a story on the TV news. A flyer
received from a trusted friend
has instant credibility; the same
information sent through the mail
or received from a stranger
mightnot.

Use the networks the commu-
nity already trusts. Churches
can be very effective in reaching
various groups in the community.
Community actionagenciesin
most counties are experts at
outreachto low-income families.
Community health clinics,
English-As-A-Second-Language
programs, Boysand Girls Clubs,
senior centers, and Head Start
programs are excellent ways to
reach low-income, minority, and
other hard-to-reachstakeholders
in many communities.

Be culturally sensitive in
preparing information to be

distributed. Avoid stereotypes.
Use language that people
can understand, and don’t

residents. Use them all. This
helps make sure everyone
has a chance to get it.

Enlist help from commu-

nity organizations for
translations. If there is a
significantforeign-language
group in your area, there prob-
ably is at least one community-
based organization that works on
community issues affecting these
residents. Contact the group and
ask someone to provide input for,
review, and help translate your
materials.

talk down to people. If you
prepare material that
includesillustrationsor
photos, make sure they
include people of different
ethnic and racial back
grounds, in different age
groups, and with disabilities,
as appropriate.

Distribute information in
several ways. Do not rely
onasingle organization,
newspaper, radio station, or
group for getting important
information out to community
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Forming a Commanity

Advisory Group

Community Advisory Groups may be
formed at any point in the environmen-
tal cleanup process. However, they are
most effective when formed early,
allowing the community more time to
participate in and have an impact on site
activities and decisions. While EPA can
provide ideas and assistance, itisup to
community residents to decide ifand
how they want to form a Community
Advisory Group.

Generally, a core group of community
residents with a strong interest in
environmentalissues takes the lead.
Some communities build their Commu-
nity Advisory Group from an existing
framework, while others start their
groups from scratch. In certain situa-
tions, local governments take steps to
form Community Advisory Groups.

The process often begins with a well-

‘publicized Community Advisory Group

Information Meeting. This meeting is
held to discuss the purpose ofa Com-
munity Advisory Group, opportunities
for membership, and terms for participa-
tion. ¥ Presentation materials, which

-

you may want to use in describing
the Community Advisory Group at
meetings with others in the commu-
nity,areincluded in Part2 of this
Toolkit for your convenience.

Choosing a Name

Decide what you will call your group. A
Commumity Advisory Groupmay be
called acommiittee, atask force, aboard,
oranaction group. Youmay chooseto
include the words “Community Advisory
Group” inyour name, but it is not required.
Forexample, the Community Advisory
Groupatthe Oronogo-Duenweg Mining
Belt Site in Jasper County, MO, calls itself
the “Jasper County EPA Superfind
Citizens Task Force.” The name you
choose should reflect your commumity’s
vision forthe group.

Writing @ Mission
Statement

One of'the firststeps in forming a
Community Advisory Group is writing
amissionstatement. A missionstate-
ment is ashort, to-the-point description
ofthe overallgoalsand purposesof

an organization.
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A vritten mission statement can be
distributed and discussed easily. It helps
keep the cornmunity informed and
educated about the Community Advisory
Group and provides a way to get com-
munity feedback atany pointinthe
process. Be willing to revise the mission
statement as issues and community
concems change.

Determining Operating
Procedares

Establishing abasic structure for howthe
Community Advisory Groupwill doits
work isanother important first step.
Making these structure decisions early
allows members to focus on other issues.
Issuesrequiring immediate attention fall
intotwo categories, short-term and long-
term. Examples of two short-term issues
are choosing aname and determining
how many membersshould be onthe
Community Advisory Group. Examples
ofmore long-termissues are determining
howoftentohold meetings, howto
ensure diverse community participation,
and how to make necessary decisions.

Developing Effective
Communications

Itis important to decide how Community
Adbvisory Groupmembers will communi-
cate with each other. Decide how
members will be reminded ofupcoming
meetingsand how farin advance notice
will be given. Willmembersreceive an
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agendain advance? Will they receive
minutes, a record of what happened, after
the meeting? Howwill they communicate
with each otherabout issues that arise
between scheduled meetings?

Italsois important to determine how the
Community Advisory Group will commu-
nicate with the community at-large. How
will meetings be announced and howwill
information be shared with the general
public? Youmay wantto setup an
Outreach Committeeto look for the
best ways to keep the community at-
large informed.

Itisagood idea foreach Community
Advisory Group to appoint one member
to act as a spokesperson to the media.
The spokesperson would be responsible
for coordinating the release of informa-
tion about the Community Advisory
Group and answering calls fromreporters.

Italso is helpful to determine the most

important organizations youneed to work
with and selecta liaison for each organi-

zation. These might include schools,
businesses, environmental groups, or
other concerned groups inthe community.

Incorporating and
Securing Tax-Exempt
Statas

Therearea variety of organizational
structures for Community Advisory
Groups. Before deciding which structure
to use, considerthe following

whether to incorporate or secure tax-
exempt status. It may be necessary to do
both in order to qualify for certain types
of government funding or toreceive
contributions ordonations from some
sources.

Working with U.S. EPA

In orderto work effectively with EPA,
it important to understand how your
concerns and the informationyou
provide about the community’s inter-
ests will be transmitted within the
Agency.It’sa good ideato meet with
the Community Involvement Coordina-
tor from your EPA Regional Officeto
discuss the flow of information be-
tween the Community Advisory Group
and the EPA Regional Office staff
who will be working with you. In
general, the EPA Community Involve-
ment Coordinator will be your primary
point of contact. He or she will answer
questions and provide other assistance
directly as well as see that your
concernsand otherissues are transmit-
ted to other Regional Office staff who
canhelp. Forexample, if yoursiteisa
Superfund site, the Community In-
volvement Coordinator would pass

questions: Willyour Community
Advisory Grouphavea board of
directors? Isitnecessary to
develop acharter and written
bylaws? Howwill the organization
be funded? What actions mustbe
taken to ensure the organization
can receive and disperse funds?

Your Community Advisory Group
could exist foralong time, in
some case several years. Asa
result, youneed to consider




information on to the EPA Remedial
ProgramManager.

Additional Resources

The National Center for NonprofitBoards
(NCNB) is a national nonprofitorganiza-
tion dedicatedto increasingthe effective-
ness of nonprofit organizations by strength-
ening theirboards of directors. Visit
NCNB’s World Wide Web site at
www.ncnb.org or call 800-883-6262.

The nine-part Nonprofit Management
Series is available from Independent
Sector Publications. Some of'the individual
publicationsin the series that may be of
interest to Cormmunity Advisory Groups
are: The Role of the Board and Board
Members (#1); Finding, Developing,
and Rewarding Good Board Members
(#2); Operating Effective Committees
(#3); Conducting Good Meetings (#4);
Fundraising (#7); and Budgeting and
Financial Accountability (#8).Cost:
$5.00 each for individual publications,
$35.00 for the nine-volume set, plus
postage and handling. Call Independent
Sector Publications at 301-490-3229 for
more information or write to them at
Independent Sector Publications, P.O. Box
451, Annapolis Junction, Maryland 20701.
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Developing the
Mission Statement

There are four primary questions Commu-
nity Advisory Groups mustanswer in
writing amission statement:

* What function does the Community
Advisory Group perform?

* For whomdoes the Community
Adbvisory Group perform this function?

» How does the Community Advisory
Group go about filling this finction?

* 'Why does this Community Advisory .
Group exist?

What

Choose the areas that are particularly
important to the Community Advisory
Group—the ones you are willing to stand
behind until a solution is found. Ifa particu-
lar type of remedial action is not the best
choice foryour community, then one
function of the Community Advisory Group
might beto bring other remedial options to
the discussion table.

Who

Identify who the Community Advisory
Group represents and the primary
concerns of the community. This might
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include identifying the ages, incomes,
and ethnic groups in the community.

How

Listhowthe Community Advisory
Group can achieve its goals. Isthe
Community Advisory Group’s fimction
to educate the public? Solicit opinions?
Monitor the hazardous waste cleanup
process? Others?

Why

Identify why the Community Advisory
Group will perform the functionsithas
selected. List these driving forces and
rank them to help you allocate resources
and determine the direction your
Community Advisory Group will take.

Writing the
Mission Statement

You are now ready to put the mission
statement on paper. Write a statement
in one sentence or a short paragraph
that answers the what, who, how, and
why questions fromabove. Then lista
setof specific priorities for the Commu-
nity Advisory Group. Discuss the
statement and priorities, making adjust-
ments until all members feel comfort-
able and agree on the Community
Advisory Group’s mission statement and
priorities.



Examples of
Community @dvisory Group Mission Statements "

Following are examples of the mission statements developed by four Community Advisory Groups around the country.
They may be helpful referencesas you develop the mission statement for your Community Advisory Group.

EPA Community Advisory Group, Brio Refining, Southern Maryland Wood TreatmentPlant Task
Inc., Superfund Site (Harris County, TX): Force (Hollywood, MD):

To provide community input into the conduct ofthe Focused| |To establish asingle and complete source of all available
Feasibility Study to ensure the remedy for the Brio documentation and background material; serve as the
Superfund site is protective of human health and the envi- official point of contact with federal EPA and state DOE
fronment and is implemented in a timely manner. agents; develop a public information mechanism for rumor

control and apprehension retardant; perform technical
analyses and reviews of reports and proposals; submit
recommendations to the Board of County Commissioners
Jasper County EPA Superfund Citizen’s Task Force | |forformal action plans by county government; review
(Jasper County, MO): available literature and propose alternative courses of action
for EPA consideration.

This Task Forceisto: Developa processto gatherearly,
direct,and meaningful comments; serve asa public forum | [Carolawn SuperfundSite Community Advisory
forcommunityintereststo presentand discusstheirneeds | {Board (Chester County, SC):

and concerns related to the Superfund decision-making

process with appropriatefederal and state agencies; To ensure that the community will be included in the proper
Providea publicserviceto the restofthe community by and complete cleanup of the Carolawn Superfund Site, the
representing the community in discussions regarding the Community Advisory Board will be educated, aware and
site and by relaying information fromthe discussionsback | |informed and will serve as anintermediary between EPA,
to the restof the community; Participatein the decision- South Carolina Department of Healthand Environmental
making process. Control (SCDHEC), site response contractors and the 0
community at-large.
Presenting the Strategic Planning: An Introduction
Mission Statement by Leonard D. Goodstein, Timothy M.

Nolan & J. William Pfeiffer (San
Diego: Pfeiffer & Company, 1992.) To
.. . obtaina copy, write or call Pfeiffer
Itisimportant that the Community & Company, 8517 Production
Advisory Groupmission statement is Avenue, San Diego, California
understood by and acceptable to the 92121-2280. Phone: 619-578-5900

diversesegments of yourcommunity. ~ gay: 619.578-2042. Cost information
Make copies of the mission statement unavailable.

to the Community

and distribute themto the community.
Provide an opportunity to discuss the Best Practices of Effective Non-
Community Advisory Groupand its profit Organizations: A
missionstatementatapublicmeeting.  Practitioner 'sGuide is available

s . . from The Foundation Center, 79 Fifth
Bewillingtorevise themissionstate-  Ayenue, DepartmentJJ, New York,
mentovertime, as issuesandcommu- Ny York 10003-3076. Cost: $29.95,
nity concerns change. plus postage and handling. For more

information or to order by phone, call

@Additional Resources 1-800-807-3677.

Informationin this fact sheetisbased
in part oninformationin 4pplied
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Choosing a Name

One of'the firstthingsto consideris
what you are going to call the Commu-
nity Advisory Group. Some communi-
ties choose the name Community
Advisory Group while others call
themselvestask forces, boards, or
action groups.

Membership

How many people do you want on the
Community Advisory Group? Most
Community Advisory Groups have 12to
20 members, but consider what size
group will work well for you. Do you
want a board? If so, how will the board
be selected (for example, by nominating
comunittee, survey, or another method)?
How will you ensure the Community
Advisory Group represents all interests?

Leadership

Will you have a chairperson, co-
chairpersons,or an executiveboard?
How will leadershipbe selected? For
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how long will individual leaders serve?
What will be the duties and responsi-
bilities of the Community Advisory
Group leaders?

Meetings

Determine how often the Community
Advisory Group will meetand the
procedures for announcing and
publicizing meetings. Selecta meeting
place that is convenient and neutral. You
may want to vary the meeting time and
meeting days to enable all community
residents to attend several meetings.

Be sure the Community Advisory Group
meets often enough fo maintain interest
and momentum, but not so often that
meetings become non-productive or
irrelevant. Some Community Advisory
Groups meetonaregular monthly or
bimonthly basis, and allow for additional
meetings as issues arise. Decide
whether the entire community should be
invited to all the meetings. For example,
the Community Advisory Group may
meetmonthly, with an entire community
meeting each quarter.

SeeTeolD



You also will want to decide what rules
of procedureto useto guide your
meetings. Robert’s Rules of Order has
long been the definitive source on
parliamentary procedure. Cannon’s
Concise Guide to Rules of Order is
another, and thereare others, but
Robert’s Rules is, by far, the most
widely used guide.

Resolving Issues

Determinehow toresolve issues within
the Community Advisory Group. Will
issuesbe resolved by consensusor
majority rule? Set outa decision-
makingstrategy,a process for setting
agendas, taking minutes, and for setting
ground rulesto live by.

Example of Operating
Procedares

@ A guide for developing operating

procedures is included in Part 2 of
this Toolkit for your convenience.
Althoughthere are many questionsto
be considered in formulating them,
operating proceduresdo nothave to be
long or complicated. Following isan
exampleofthe OperatingProcedures
for the Carolawn Community Advisory
Board (CAB)in Chester County, SC:

The duration of the Community Advi-
sory Board will be three years, with
renewal every three years unless the
majority votesto discontinue. The

SeeTeslD

CAB willmeet no less than once every
three months. The Board will consistof
15 members. Any memberthat misses
two consecutive meetings will be
replaced. Members will serve fora
term of three years.

Additional Resources

Robert’s Rules of Order is available
from a variety of publishersin a variety
of editions ranging in price from $4.50
10 $30.00. Checkany bookstoreor
library for more information.

H. Cannon, Carnnon’s Concise Guide
to Rules of Order,(New York:
Houghton-Mifflin, 1995), Cost: $9.95.

Marjorie M. Cann, Point of Order: A
Ready Reference of Simple Rules
and Parliamentary Procedure, (New
York: Putnam Publishing, 1993). Price
information unavailable.
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What Is Incorporation?

Incorporationis a process through
which an organization is granted legal
statusand is recognizedas an entity
under state law. An incorporated
organization has the legal right and
power to enter into contracts,own
property, borrow money, and mortgage
its property. It continues to exist legally,
evenifthe founders,officers,or
directors change.

What Does
Incorporation Mean for
Your Commanity
Advisory Group?

By incorporating, your Group adopts a
widely recognized structure and certain
operating proceduresrequired by state
law. Inaddition, if youincorporate, it is
importantto identify your Groupasa
nonprofit organization.

The process for incorporating varies
from state to state. Consultthe
corporatelaw of your stategovern-
ment for the specificrequirementsand
steps you must follow.
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Advantages of
Incorporating Yoar
Community Advisory
Group

One of the mostimportantadvantages
of incorporating as a nonprofit
organization is that it can help your
Group qualify for financial assistance
from federal, state, public, or private
sources. Forexample, Groups formed
at Superfund National Priorities List
(NPL) sites must be nonprofit
corporationsto be eligible foran EPA
Technical Assistance Grant(TAG).
This grant provides funds for hiring an
independent adviser who can offer
independent technical adviceand
expertiseto help the Community
Advisory Group participatein the
decision-makingprocess. < Seethe
section on “Community Advisory
Groupsand Technical Assistance
Programs” for more information.




Incorporatingalsohas other
advantages. Forexample,banksand
other financial institutions often view
nonprofit corporations favorably.
Incorporation also shields officers,
board members, and the employeesof
acorporation from liability from debts
incurred by orlegal judgments against
the corporation. Consultan attorney
for more informationonthe legal and
financial benefits of incorporating your
Group as a nonprofit organization.

Legal and Financial
Implications for
Community Advisory
Group Officers and
Board Members

The corporate laws in each state
include provisions defining the
responsibilities and obligations of the
corporation’sofficersand directors.
Directorsand officersofa corporation
havealegal duty to the corporation.
They may not mix their personal affairs
with those ofthe.corporationoractina
way that is detrimental to it.

Corporate bylaws must designate an
officer oremployee responsible for
financial reporting and tax payment.
That individual canbe held personally
responsible ifhe or she failstofile or
pay taxes. Consultthe corporate law of
your state for additional information.

Incorporating your Community
Advisory Group as a nonprofit

organization does not exempt the
Group from taxation. The Group
must file a corporate tax return (U.S.
Internal Revenue Service Form 1120)
with the federal government,even if it
takes in no revenue. The only
nonprofit corporations that do nothave
to file a corporate tax return are those
that are recognized by the U.S.
Internal Revenue Service (IRS) as
“tax-exempt.” Filing for tax-exempt
status is a separate process. @"See
the section on “Securing Tax-
Exempt Status” for more
information.

Most states also require nonprofit
corporations to file corporate income
tax returns, even if the nonprofit
corporationhasno revenue. Some
states impose a minimumtax onany
corporation, even a nonprofitone, that
isnotrecognizedas tax-exemptby the
IRS. Notall states imposea minimum
tax. Requirementsand definitions vary
widely among the states, so it is
importantto find out what your state
requires.

Procedures for
Chartering a Nonprofit
Corporation

Setting up anonprofit corporation is
similar, butnot identical, to
incorporating a for-profit business.
While the specifics vary by state,
following are some general rules:

majority be citizens of the United
States. The incorporatorsare
recognized as the founders ofthe
corporation.

Selecting a Board of Directors

The incorporators must

establisha board of trustees

or directors. The minimum number
of directors(usuallythree)is
specified by law. Again, legal
qualifications are minimal: directors
usually must be adults understate
law, and some or all of them must
be U.S. citizens. Incorporators
may be named as directors at the
time of incorporationbut are
required to serveonly until the first
annual meeting of the corporation.
At this meeting, additional directors
may be elected or a new board
may be selected.

* Arranging for Incorporators

The people who will sign their
names to the legal documents
creating the corporation are
called the “incorporators.”
Some states require a specific
number of incorporators.
States usually require that

incorporators be adults (at least tp.

18 or21 years old depending
onthe state)and thata




* DraftingArticlesof
Incorporation

The prescribed format for
ArticlesofIncorporationis set
out in state corporatelaw.
Generally, these laws require
thatthe Articles of Incorporation
include:

the title and number of the
state law that governs
incorporation of a nonprofit
organization (available from the
state’s Secretary of State);

« the name of the organization to
be incorporated;

astatementof'the purpose
(missionstatement)ofthe
organization, indicating the
charitable, educational, social,
religious, or other beneficial,
nonprofit goal the corporation
intendsto achieve and stating that
financial gains from the
corporation’s activities will not be
distributed as dividends or profit
sharesto directors, officers,or
members of the organization;

the location of the corporation’s
office, the place from which
activities will be directed and
where records will be kept;

» names and home addresses of
peoplenamed as directors;

+ astatementthat incorporators
meetwhateverrequirementsare
stipulated in the state’s corporation
law; and

signaturesand addresses ofthe
incorporators (signatures may
haveto be notarized). Additional
legal statementsmay be required
by some states.

Filing the Certificate and
. Fee Payments

The Articles of Incorporation,
other required documents, and
filing fees must be submitted to the
_ stateagency responsiblefor
granting corporatecharters.In
moststates, this is the Secretary of
State, state corporation
commission, ora similar agency.

» Notice of Acceptance and Filing

The appropriatestate agency will
acknowledge by mail receipt of your
application. As soon as this
certificate is issued, the corporation
legally exists and can start operating.

Steps for Incorporating
a Commanity Advisory
Group

1. Contactthe state agency
responsible for incorporation of
nonprofit organizations.

In moststates, the corporate
divisionofthe Secretary of State is
responsible for incorporation of
nonprofitorganizations. Other states
have corporate commissions, or
maintain corporate divisions in
departments regulating commerce

and business affairs. Telephone
numbers for these offices often are
listed in the “State Government”
section of your local telephone
directory orare available in public
libraries.

The appropriate state agency will
provide information on state laws
governing incorporation, and tell you
how 1o obtain legal forms and
complete requirements for filing them.
Define the purpose of

the corporation.

‘Writing a mission statement
providesthe basisofthe
organization’s charter as a nonprofit
corporation. This statementis
essential for establishing the
organization’s identity as a nonprofit
corporation.

Complete formsand draft other
required documents.

* Arrange for incorporators

* Selectaboard of directors




» Draftaconstitutionorset
ofbylaws

« Draft ArticlesofIncorporation
* Draftotherrequired documents

Itisagood idea toretain an attorney
to help prepare and file your
corporate charter, or review your
application package before you submit
ittothe state.

4. Submitpaperworkand required fees
to the state’sincorporatingagency.
Required fees vary from state to
state,but generallythey are less
than $100. In some states, fees are
considerablylower. Check withthe
state’s incorporatingagency, alocal
certified public accountant, or your
attorney to find out the applicable
fees in your state.

The incorporating agency eventually
willreturna certified copy of the
certificate of incorporation. Once
this certificateis issued, the
corporationisin businessand can
begin operating.

Additional Resources:

Ted Nicholas, The Complete Guide to
Nonprofit Corporations: Step-by-
Step Guidelines, Procedures and
Forms to Maintain a Nonprofit
Corporation (Chicago:Enterprise-
Dearborn, 1993). Cost: $19.95.
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What is Tax-Exempt
Status?

Section 501(c) of the U.S. Internal
Revenue Code exempts from taxation
certain types of organizations thatserve a
special and useful purpose. Virtually all
nonprofitcorporations, except churches
and church-related groups, must apply to
the IRS forrecognition of their tax-
exemptstatus. Unlessthey obtaintax-
exemptstatus from the IRS, nonprofit
corporationsmust file a corporatetax
return (IRS Form 1120) with the
federal governmenteach year, even if
the group takes in no revenue.

It also may be necessary to file
applications with state and local
authorities to obtain exemption from
state and local taxes; howeverthis
designation usually is automatic based on
theIRS ruling.
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Advantages of Tax-
Exempt Status

There are several distinctadvantages
to securing tax-exemptstatus fromthe
IRS:

Once tax-exempt statusis formally
recognized by the IRS, the income
and assets of the nonprofitcorporation
are free from federal taxationand,
usually, from state and local taxation,
too.

Certain classifications of tax-exempt
status provide the nonprofit corporation
with legal authority to accept
contributions, and permit contributors to
deduct their donations from income

tax.

A tax-exempt, nonprofit corporation
alsomay apply to the U.S. Postal
Service for a special permit for lower-
rate postal privileges.

SeeToolsEand F




Tax-Exempt
Classifications Under the
Internal Revenue Code

Section501(c) of the Internal Revenue
Codeincludesmore than 20
classifications of organizations eligible
for tax-exemptstatus. Mostof them do
not pertain to Community Advisory
Groups. Themostappropriate
classification for Community Advisory
Groups is designation as a charitable
organization as defined under Section
501(c)(3) of the Internal Revenue Code.
This classificationallows the organization
to solicit financial support from the public
and to receive government grants and
support from publicand private
foundations.

Nonprofit corporations must meet
several standards to qualify for tax-
exempt status under Section 501(c)3):

* The organization must organize and
operate exclusively forone or
more of the special purposes
specified underSection 501(c).
Theseinclude religious,
educational, charitable, scientific,
or literary purposes; testing for
publicsafety; or other specific
purposes outlined in the law.

» None ofthe net earnings or
revenues of the organization can
bedistributed forthe private
benefit of individuals or shareholders.

SeeTeslsEand F

* The organization cannotengage in
lobbying (defined as attempting to
influence legislation) asa
substantial part ofits activities.

« Participation in political campaigns
oron behalfofany candidateis
strictly prohibited.

A nonprofit corporation must provide
evidencethat it meetsthese criteriain
itsbylawsand Articles of Incorpor-
ation. It also must demonstratethat the
eligibility criteriaare met by docu-
menting its actual operations and
activities in annual filings with the IRS.

How To Secure Tax-
Exempt Status for Your
Commuanity Advisory
Group

To obtain tax-exempt status, it is
necessary to apply to the Internal
Revenue Service foran advance

(temporary) or a definitive (permanent)
rufing,

Advance Ruling: Ifyour Community
Advisory Groupisjust getting offthe
ground, you may seek an advance
ruling from the IRS, which grants
temporary tax-exempt status that is
valid fortwo or three years, while you
getorganized.Inyourapplication,the
IRS will require you to describe the
operationsof yournonprofit
corporationin sufficientdetail to allow
them to determine if the proposed
activitiesclearly willmeetthe
requirements fortax exemption. The
applicationform providesspace to
describethe activitiesthe Community
Advisory Group anticipates,its sources
of funding, and the kinds of expenditures
expected.

During the time covered by the
advance niling, the organization is
considered a tax-exempt organization
and is expectedto demonstrateby its
record that it is operating in a way that

meetsIRS requirementsfor charitable
organizations under Section 501(c)(3).
Then, you can apply for a definitive
(permanent)ruling. Ifthe organi-
zation’s record during the period of the
advanceruling does notsupportits
claim, it will be held liable retroactively
for some taxes, although income from
contributions during that time will not
be affected.

Definitive Ruling: If your Community
Advisory Group has been in operation
for several months, you may apply for
adefinitive ruling, which grants per-
manenttax-exemptstatus. In your
application, the IRS will require you to
supply detailed information about your
organization’s operations to demon-
strate that it meets the eligibility
requirements enumerated under
Section 501(c)(3).




Procedure for Securing
Tax-Exempt Statas for a
Community Advisory
Group

1. Obtain the required forms from
the IRS.

Youwillneed IRS Form 1023,
Application for Recognition of
Exemption Under Section
501(c)(3) of the Internal Revenue
Code. =" A copy of this form and
the IRS instructions for applying
are provided in Part 2 of this
Toolkit for your convenience.

Your Community Advisory Group
also musthave an Employer
Identification Number (EIN)
whether ornotit has employeesor
planstohire any. Youcan file IRS
Form SS8-4, Application for
Employer Identification Number,
atthe sametime you file an
application for tax-exempt status.

& A copy of this form and the
IRS instructions on how to
complete it are provided in Part
2 of this Toolkit for your
convenience. In most cases, you
can submit applications by mail and
by facsimile (FAX). The IRS Office
inyour areacan provide the local
FAX number.

2. Definethe purpose ofthe
organization.

A writtenmission statement is
essential for establishing the
organization’s identity as anonprofit
corporationand obtaining tax-
exempt statusunder federaland
state law. Forthe purposes of
qualifying for tax-exemptstatus, the
statement should include:

+ Information on how the
organization will meet the
eligibility criteriato qualify for tax-
exempt status under Section
501(c)(3), thatis, how it will
organize and operate exclusively
for one or more of the special
purposes specified under Section
501(c);

» A statementthatno part of the net
eamings of revenues ofthe
organization will be distributed for
the private benefitof individuals or
shareholders; and

A statementthat the organization
will notengage in lobbying
(defined as attempting to
influence legislation)as a
substantial part of its activities,
and will not participate in any way
in political campaign activities.

IRS Publication 557, Taxc~
Exempt Status for Your
Organization provides useful
information for drafting this
statement.

3. Submitnecessary forms and
supporting documents to the
IRS for tax-exemptstatus.
Submityour IRS Form 1023,
Application for Recognition of

Exemption Under Section

501(c)(3) of the Internal

Revenue Code, and IRS Form

SS8-4, Application for Employer

Identification Number to the

appropriate IRS Regional office.
Be sureto includeall necessary
supporting documents.

Itisalwaysagood ideato have an
attorney oraccountant help prepare
your application orreview the
documents before you submit themto
the IRS.

Additional Resources:

U.S.InternalRevenue Service
Publication 557, Tax-Exempt Status
Jor Your Organization. FREE. Find
the address of the nearest Internal
Revenue Service Officein the “United
States Government”section of your
local telephone directory. Many IRS
publications and forms also are available
on the Internet at www.irs.ustreas.gov.
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Sources of Technical
Assistance

Community Advisory Groups may get
technical assistance from several
sources. At the city, county, state, or
federallevel, grantsand contractsmay
be availableto fund technical advisors.
Atthe federal level, Community
Advisory Groups at sites listed on the
Superfund National Priorities List
(NPL)may qualifyto apply fora grant
to hire atechnical advisorthroughthe
EPA’s Superfund Technical Assistance
Grant, or TAG, program. For sites not
listed on the National Priorities List,
Community Advisory Groups may
receivetechnical assistance through
EPA’s Technical Oufreach Services for
Communities (TOSC) program.

Saperfand Technical
Assistance Grant
Program

The Technical Assistance Grant
program was establishedto promote

21-

public involvement in Superfund site-
specific cleanup strategies. Through
the Technical Assistance Grant pro-
gram, grantsofup to $50,000are
provided to qualified citizens’ groups to
hire independent technical advisors.
Therole of the technicaladvisoris to
help citizens understand and comment
onsite-related information, thereby
ensuring citizen participation in cleanup
decisions. Community Advisory Groups
must meet the same requirementsas
other groupsto be eligible for a Techni-
cal Assistance Grant.

Superfund Technical
@ssistance Grant
Program Requirements

Community Advisory Groups and other
citizens’ groups that want to apply for
Technical Assistance Grants must
meet four basic requirements:

» The group applying fora Technical

Assistance Grantmust be nonprofit
and incorporated.

SeeToolsGandH




» The group isrequired to contribute
matching funds, whetherin cash or
in donated services or supplies,
equal to 20 percentofthe total
projectcosts.

» The groupmuststate what it
intends to do with Technical
Assistance Grant funds.

* Only one Technical Assistance
Grantrecipientmay existatatime
foreach Superfund National
PrioritiesList site.

The following groupsare not eligible
for grant funds:

» Potentially responsible parties,
which include individuals, munici-
palities, or companies(suchas
facility ownersor operators,or
transportersor generatorsof
hazardous waste) potentially
responsible for, or contributing to,
the contaminationproblemsata

Superfund site;
*» Academic institutions;
» Political subdivisions; and

« Groups, such as countiesor cities,
established or supported by
govemment.

This means thatthe membershipofthe
Community Advisory Group cannot

SeoTosisGandH

include government officials acting in
their official capacity. Forexample, if
the town mayor is a member ofthe
Community Advisory Group and
represents the town in his or her official
capacity as mayor, the group is not
eligible fora Technical Assistance
Grant. However, if the townmayor is
serving on the Community Advisory
Group as aconcerned citizen, the group
is eligible fora Technical Assistance
Grant. The same reasoning applies to
potentially responsible parties and other
groups listed above as not eligible.

Applying for a
Technical dAssistance
Grant

Community Advisory Groups may take
advantageofa Technical Assistance
Grantin three ways. They may apply
fora Technical Assistance Grant
themselves,become part of a coalition
applying fora Technical Assistance
Grant, or work with a group that
already hasreceiveda Technical
Assistance Grant.

Applying For Your Own Technical
Assistance Grant

To see ifyour Community Advisory
Group qualifies toapply forits

2. Isyour Cornmunity Advisory
Group anonprofit corporation?

Any group applying for a Technical
Assistance Grant must be nonprofit
and incorporated(thatis, forma
legal corporation) or be working
toward incorporation under appli-
cable state laws.

Ifyour Comamunity Advisory Group
is not currently a nonprofitcorpora-
tion, there are steps you can take
now to meet this qualification. @ See
the section on “Incorporating
Your Community Advisory
Group” for moreinformation.

3. HasaTechnical Assistance Grant
already been awarded to another
group for your site?

Only one Technical Assistance
Grantmay be awarded ata time
for each Superfund National

own Technical Assistance Grant,
answer the following questions.

1. Isyoursiteon EPA’s Superfund
National Priorities List?

The National Priorities List
contains approximately 1,400
ofthe mostserious hazardous
waste sites across the nation.
All of the sitesare potential
threatsto the environment.
Technical Assistance Grants
areavailableonly at proposed
or final National Priorities List
sites.




Priorities List site.

4. Does your Community Advisory
Group receive financial or other
support from any of'the following

groups?

Support from any of the following
groups makes you ineligible for a
Technical AssistanceGrant.

* Potentially responsible parties,
which includes individuals, munici-
palities, or companies (suchas
facility ownersor operators,or
transportersor generatorsof
hazardous waste) potentially
responsible for, or contributing to,
the contaminationproblemsata
Superfund site.

* Academic institutions.

« Political subdivisions (such as
counties or cities) or other groups
established or supported
by government.

If the answersto questions 1 and 2 are
“YES,” AND the answers to questions
3 and 4 are “NO,” your Commumnity
Advisory Group may qualify to apply for
its own Technical Assistance Grant. If
your Community Advisory Group does
not qualify, consider joining a coalition
to apply fora Technical Assistance
Grant or working with an existing
Technical Assistance Grant group.

= A copy of Superfund Technical

Assistance Grant (TAG) Handbook:
Applying For Your Grant is provided
in Part 2 of this Toolkit for your
convenience.

Forming Codlitions To
Apply For a Technical
Assistance Grant

Coalitions may be formed for different
reasons. If several citizens’ groups
existin a community that has a Na-
tionial Priorities List site and they all
expressan interestin applying fora
Technical Assistance Grant, EPA
encourages the groups to forma coali-
tion. Ifa Community Advisory Group
doesn’t qualify fora Technical Assis-
tance Grant, a working coalition could be
formed with another community group
that does meet the qualification criteria.
The existence ofa Community Advisory
Group doesn’t preclude the existence of
other citizens’ groups at the same site.

Working with an
Existing Technical
@Assistance Grant

Recipient

Ifa Technical Assistance Grant
already has been awarded to another
community group, the Community
Advisory Group is encouraged to form
acoalition with the Technical

has a good working relationship with a
separate group that has been awarded
aTechnical AssistanceGrant. The
constant flow of information between
the two groupsis provided by two
members who belong toboth.,

In this case, the Community Advisory
Group also has its own technical
advisor (paid for by the city of Joplin)
who shares information with the
Technical Assistance Grant group’s
technical advisor.

Uses of Technical
@Assistance Grants

Citizens’ groups use Technical Assis-
tance Grant fundsto hire technical
advisorsto help the group understand
existing information about the site or
information developed during the
Superfund cleanup process.

Technical advisors may: °

¢ Review site-related documents,
whether produced by EPA or others;

* Meet with the Technical Assis-
tance Grant groupto explain

Evieumomcsn

Assistance Grant group. Commu-
nity Advisory Groups and Techni-
cal Assistance Grant groups
should work together toward
common goals withrespectto site
cleanup. One way to achievethis
coordination is by having some
members of each group belong to
both groups.

For example, the Community
Advisory Group at the Oronogo-
Duenweg Mining Belt Superfund
site in Missouri, which is catled
the Jasper County EPA
Superfund Citizen’s Task Force,




technical information;

» Provide assistance in communicating
the group’s site-related concemns;

» Interprettechnical information for
the community;

« Participateinsite visits, when
possible, to gain a better
understanding of cleanup activities;

» Traveltomeetingsand hearings
related tothe situationat the site; and

» Attendrequiredhealthand
safety training.

Technical Assistance Grant fundsmay
be used to hire someoneto administer
the grant; however, using funds in this
mannerreducesthe amountof funds
available for technical assistanceand
those costs become part of the current
20 percentcap on administrativecosts.
Grant groups considering this option
should examine whether their grant
administration methods could be met
through volunteerefforts. Please note
thatthe Technical Assistance Grant
regulationis being revised. One item
thatmay change is the cap on adminis-
trative costs. Check with your Techni-
cal Assistance Grantcoordinatorsfor
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further information.

Youcannotuse Technical Assistance
Grant fimds to develop new information
(forexample, to conduct additional
sampling) or, in any way, to support legal
actions, including preparation of testi-
mony or hiring of expert witnesses.

Technical Outreach
Services for
Communities (TOSC)

The TechnicalOutreachServices for
Communities program was established
to providetechnical assistanceto
citizens and citizens’ groups who do
not qualify for Technical Assistance
Grants. The Technical Qutreach
Services for Communities program
provides Superfund grant moniesto a
national network of Hazardous Sub-
stance Research Centers. The Centers
are made up of expertsin environmen-
tal science and engineering from 29 of
the nation’s leading univeristies. The
Centers’ experts provideindependent
scientificand technical advice to
communities on a variety of topics
related to hazardoussubstances,
including potential health effects,
environmental risks, cleanup options
available, and regulatory con-

ofregional contacts for the Technical
Outreach Services for Communities
program is included in the brochure in
Part 2 of this Toolkit. Youmay contact
these individuals or the Community
Involvement Coordinator in your EPA
Regional Office to learnmore about
the specific servicesavailableto your
Community Advisory Group.

Finding Other Sources
of Fanding for Technical
Assistance

Funding to hire atechnical advisormay
be available through not only EPA’s
programsbutalso other federal, state,
and local sources.

For example, the Community Advisory
Group atthe Colorado School of Mines
ResearchInstitutehazardous waste
removal action site in Golden, Colo-
rado, called the Citizen’s Working
Group, wanted to hire a technical
consultant. The group was not eligible

cerns. T A copy of Technical
Outreach Services for Commu-
nities is provided in Part 2 of
this Toolkit for your conve-
nience.

The Technical Outreach Services
for Communities program does
notrequireyouto file an applica-
tion to obtain help. However, the
type of servicesavailableand
how to make arrangementsto
receiveassistance varies. A list




for a Superfund Technical Assistance
Grant because the site is not on the
National Priorities List. No other
sources of federal funding were
available. The group finally was
successful in obtaining the needed
funds from the State of Colorado
DepartmentofLocal Affairs, which
provided support through its Mining
and Energy Impacts Grant program.

The Jasper County EPA Superfund
Citizen’s Task Force, on the other
hand, has a technicaladvisor who was
hired by the City of Joplin to provide
advice on EPA documentsand actions.

Community Advisory Group members
and federal, state, and local govern-
ment officials who work with your
group may be ableto suggest other
sources of funding for technical
assistance.

Additional Resources

Superfund Technical Assistance
Grants Fact Sheet (EPA 540-K-93-
001 or PB93-963301) is available from
EPA’s National Center for Environ-
mental Publications and Information,
P.O.Box 42419, Cincinnati, Ohio
45242.FREE. Ordersalsomay be
faxedto 513-489-8695.Be sureto
include the EPA publication number
listed after the title with these orders.
The publication also may be purchased
from the National Technical Informa-
tion Service (NTIS) by calling 703-

487-4650.Use the PB numberlisted
after the title to order from NTIS.

How to Find, Choose and Hire a
Technical Advisor (EPA 540-K-95-
004) is available from EPA’s National
Center for Environmental Publications
and Information (see ordering informa-
tionabove). FREE.
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Local companies, major retailers, and organizations are eager to support
even small businesses are potential worthwhile community projects. Oﬁen,
contributors to Community Advisory all you haveto do is ask.

Groups. There also are voluntary service

organizations and the scores of small, In identifying prospects, look for:
local foundations and plant-level corpo-
rate-giving programs eager to support
worthwhile local programs.

Thinking locally is very important, » Majoremployers;
because even getting funds from state . . .

and federal sources often depends on * Majorretail outlets;

making contacts atthe local level first. . . .
The key is to talk to people at the local * Major small businesses located in
level who canhelpyou identify potential ~ OF Serving the affected area;
funding sources, and to form partnerships v .

with local agencies and organizations * Insurance companies, health

with direct access to potential funders. maintenance organizations, and
health care companies; and

* Subsidiaries and local plants
connected to major corporations;

Cmutmg Local * Local foundations—suchas you

Pa I'thrShIPS city’s “Community Foundation” or
small foundations that restrict funding

Without a doubt, the local community is 1o local projects. The reference

the best source of funding and other librarian at the local library can

support for Community Advisory Group ~ directyouto a listing ofthese.)

activities. Many local companies and
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.

The best prospectsare companiesthat:
+» Are doing well financially;

» Havereputations for being “good
corporate citizens™;

*» Already supportprojectsin
the community; or

» Haveanatural tie-in with environ-
mental issues, the affected area, or
the affected population groups.

Identifying Potential Funders

Chances are that one or more compa-
nies in yourcommunity come to mind
immediately—and there probably are
others. Ask around. Talk to people who
can help youidentify companies that
may be potential funders.

A good placeto startisamong Com-
munity Advisory Group members
themselves.Doesanyoneonthe
Community Advisory Group have ties
to the potential funder? Does he or she
know someone who does? Youalso
cantalk toleaders from the Kiwanis
Club, Lions, Rotary, and other local
service organizations.Many of these
groups have closeties with the local
business community and raise funds to
support worthwhile community
projects, Callthe Chamberof Com-
merce and talk with someone who can
share his orherknowledgeofthe local
business community.

" seeToolA

Suggest coffee or ask fora short,
informational meeting to introduce
yourselfand the Community Advisory
Group. Briefly explain what you are
trying to accomplish. If you can, outline
one or more specific projects for which
youare seeking support. Ask a leader
from the Kiwanis, Lions, Rotary Club,
or Chamberof Commerceiftheir
group would be willing to directly
support your activities, but don’t stop
there.

Itis equally importantto ask for
referralsand introductionsto other
prospects. Does he or she know any
other organizations or companies that
mightsupport your work? Who is the
key person with whom you should talk?
Would he or she be willing to makea
phone call orto introduce you to the
peopleyouneedtotalk to?

Introductions to other potential funders
are extremely important, because most
local funding decisions are made based
on personal relationships. Avoid making
“cold calls” to potential funders. It is
much betterto talk to someone you
know personally orto whom you have
been personallyreferred, and have him
orherintroduceyou the most appropri-
ate contact.

Contacting Prospective

Describe one or more projects for
which youare seeking support. For
exarnple, you might explain that the
Community Advisory Group wants to
increase

community participation in the decision-
making processand is seeking $500 to
starta newsletter,or to mail some
information that will help accomplish
that goal. Ask ifthe company would
considera funding request. To whom
should the requestbe directed?Is there
an applicationto fill out or a specific
proposal formatyou mustuse? When
isthe besttimeto apply?

Don’t overlook opportunities to seek
and receive non-cashsupportin the
form of donated property, services, or
volunteer hours. Often this supportcan
be as valuable as cash. @ See the
“Meet the Community Advisory
Group” section for more informa-
tion on how businesses and others
in the community can provide this
kind of support.

Funds from local companies usually are
awardedat the discretionof'the local
plantmanager, the director of public or
community relations, the government

Funders

Onceyouhaveidentifieda
prospectand an appropriate
contact person, ask for a short
introductory meeting to learn
more about the company’s giving
programs. Be prepared to make
ashort but effective case that
“sells” the Community Advisory
Group’s value to the community.

Be specific. It is much easier to
get funding for specific purposes
than for general support.




relations office, or a local committee.
A complicated application usually is not
required. However, you should prepare
ashort, written proposal that explains
how your program will effectively.
addressa critical problem. Preparinga
good proposal is the single most
importantstep you cantaketo attract
funding to your Community Advisory
Group. < Informationon how to
write a proposal is provided in Part
2 of this Toolkit for your conven-
ience.

Developing ongoing personal relation-
ships with the people who make
funding decisions is critical. Keep up
the contactsyouhave made. Touch
base on aregularbasis, evenifyour
first meeting did notresultin success.
Something could come up later, or he
or she could provide an importantlead
in the future.

Funding from Federal
and State Governments

Federal and state funding sources are
very limited, and eligibility often is
restrictedto certainagenciesand
organizations. However, your Commu-
nity Advisory Group can overcome this
by forminga partnershipwith an
agency that is eligible. The key is being
flexible and creative in your approach
to fundraising. -
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The best way to find and obtain federal
and state funds is through local

networking. Talk to people in the
community who are likely to know
about federal or state programs. The
best prospectsare local elected
officialsand theirstaffs. Also contact
local agenciesthat work on the same
kinds of issues as the Community
Advisory Group. The environmental
engineering or environmental education
departmentsofalocal collegeor
university also can provide potential
leads.

Schedule abriefmeeting to introduce
these local contacts to the Community
Advisory Group. Ask ifthey know of
any federal or state programsthat
address goals and objectives similar to
yours. Ask forreferrals. Are there
project ideas that you can work on
togetheras ateam? Who else should
you talk to? Would your contacthelp by
introducing you to these other people?

Identifying Sources of Federal and
State Funding

There are only a few federal and state
programsthat make grantsdirectlyto
local community organizations. One
example is the “Health Connection
Project” sponsored by the National
Institutesof Health (NIH)

and most have a limited duration. Grants
may be offered only on a one-time basis
or only over a short period.

Community Advisory Groups are not
eligible to apply directly for most
federal or state programs. But, certain
local agencies are eligible to apply. Find
out who they are and team up with
them. Sometimes, they will include
your project in their funding application
or can supportyour effortsdirectly
usingthe funds they receive. Thisisan
excellent opportunity to build strong
working relationships with key local
and state agencies.

For example, the federal Community
Development Block Grant (CDBG)
program provides funds to promote
urban developmentand provide decent
housing and a suitable living environ-
ment. CDBG fundssupporta variety
of community economic development
and housing-related projects and
provide economic opportunities for
low- and moderate-income people.
Funds are awarded to metropolitan
cities and urban counties,or tothe
states for rural areas. They, inturn,

National Center for Research

Resources. Grants of up to

$10,000 are available to coalitions
of religious and/or community
groups for health education
programs. For more information,
contactBrendaFiles or Edward L)
Gonzales ofthe American
Associationfor the Advancement |

of Science at202-326-6783 or
e-mail: bfiles@aaas.org.

Keep in mind that thisand other
government grant programs are

subject to funding by Congress,




supportprojectsundertakenby

local governments and private
“subgrantees.” Generally, the city or
county department ofhousing or
community development is the local
agency eligible for funding. Start by
making contacts with people in these
agencies.

Isyoursitelocatedin a federally or
state-designated EmpowermentZone
(EZ), Enterprise Community (EC),
Supplemental Empowerment Zone or
Enhanced Enterprise Community? If
so, there may be funding available
throughthe federal government’s EZ/
EC Program for some Community
Advisory Group activities. These
designationsalso cantriggeraccessto
avariety of other federal and state
programs that promote economic
development and empowerment in
designatedareas with pervasive
poverty, unemploymentand general
duress. Strong community participation
isamajoremphasis.

Community-based organizations,
businesses,schools, and service
organizations serving these EZ/EC
areasmay be eligibleto participatein
the community development plan and
receive support for community and
neighborhood revitalization projects.
Similar programs funded by individual
states existin many areas. Contact
your housing and community develop-
ment departmentsto see if your
community qualifies and to get more
information.

SeeTeslA

Ifyour Community Advisory Group is

dealing with health education or public
health issues, you also should contact
your local health department and social
service agencies. These agencies can
tap into a number of federal and state-
funded public health-related programs.
For example, the Centers for Disease
Control of the U.S. Public Heaith
Service offers grants for public health
programsin specific categories.
Contactyour local health departmentto
see if healtheducationactivities or
other health-related activities could
qualify for support.

State and local departments of health
can apply for funding under the Mater-
nal and Child Health Block Grantto
addresshealth-relatedissues for low-
income women and children. Commu-
nity organizations can receive
subgrants for local programs that
promote childhood health, particularly
among low-income populations.

The Preventive Health and Health
Services Block Grant supports anumber
of preventive health services and educa-
tional programs. Here, too, local nonprofit
community organizations may qualify for
subgrants for projects that meet the
objectives of the overall program.
Contact your local health department or
social service department.

Local community action agencies
(CAAs)receive funding throughthe
federal Community Services Block Grant
program and other federal and state
programs targeted to low-income
people. These local social service
agencies can become allies for Commu-
nity Advisory Groups in many communi-
ties. Many CAAshave experience
promoting community participationand
could be excellent partners in your
environmental education and community
outreachefforts. CAAshave many
different names: community action or

economic opportunity programs, boards,
or commissions are most common. If
you are unable to find alocal listing, the
National Association of Community
Action Agencies can help you. Call
them at (202) 265-7546.

The Federal Surplus Property Program
makes available to local governments,
educational institutions and nonprofit -
organizations federal surplus property
from fire trucks to office machines.
Property must be used for public
purposes. Contact your state’s surplus
property agency to inquire about
eligibility and aboutitems available at
any time.

National Foundations
and Corporate Giving
Programs

Thereare nearly 25,000 grants-making
foundations in the United States.
Competitionfor these grants can be
stiff, and proposed projects usually
must fall into specific categories.

Once again, it is onthe local level that
most of the action takes place. Large




well-known foundations and corpora-
tions have more money to give away
and make largergrants, butthey
comprise only a small partofthe
foundation picture. The vast majority of
foundations are quite small and limit
giving to certain geographical areas.
Most corporate giving programs
restrict funding to projectsin areas in
which they maintain plants, and grants
are made at the local-plantlevel rather
than by the corporateheadquarters.

There are a few small national founda-
tions that are potential funders for
Community Advisory Groups. For
example, the Ben & Jerry’s Foundation
supports community-based and envi-
ronmental programs, including those
that promote public participation.
Contact the nearest Ben & Jerry’s Ice
Creamstore for more information. The
National Environmental Education and
Training Foundation provides grantsto
local community-based organizations to
support projects promoting informed
local environmental decision-making
and to leverage funding from other
sources. Call 202-628-8200 for applica-
tion guidelines.

An importantfactorto considerbefore
exploring foundation funding is that this
funding usually is restricted to nonprofit
organizations witha 501(c)3) designa-
tion from the Internal Revenue Ser-
vice. Some corporate giving programs
may have less stringentrestrictions.

The key to accessing foundationand
corporate funding is doing your

homework. Again, the best place to
start is by networking locally and asking
people who may be familiar with
potential funders. Afterthat, the next-
best place is a Foundation Center
Library. Foundation libraries are
maintained inNew York, Washington,
D.C., and other major cities,and ina
number of major universities. For the
location ofthe nearest Foundation
Center Library, contact the Foundation
Center Library Services, 79 Fifth Ave.,
New York, New York 10003-3076,212-
620-4230.

The Foundation Center libraries are
easy to use. You can view a short
training video that shows you how to
use the reference materials. Start by
identifying foundations with an interest
in yoursubjectareaand which make
awards in your geographicalarea.
Look atinformation for each potential
foundation individually to see if your
project fits into their funding profile. If
there is a good fit, write or call each
foundation directly to request applica-
tion guidelines.

@Additional Resources:

Guide to Proposal Writing by Jane C.
Geeverand PatriciaMcNeill is avail-
able from The Foundation Center, 79
Fifth Avenue, DepartmentJJ, New
York, New York 10003-3076. Cost:
$34.95, plus postage and handling. For
more information or to order by phone,
call 1-800-807-3677.

The nine-part Nonprofit Management
Series, available from Independent
Sector Publications, includes an
individual publication on Fundraising
(#7). Cost: $5.00 each for individual
publications, or $35.00 for the nine-
volume set, plus postage and handling.
Call Independent Sector Publications at
301-490-3229 for more information or
write to them at IndependentSector
Publications, P.O. Box 451, Annapolis
Junction, Maryland 20701.
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How “To Write
- a Proposal

Finding funds to support the work of the Community Advisory Group is essential to its
long-term success. There are a variety of funding sources available to Community
Advisory Groups, ranging from local foundations and corporate-giving programs to
national charitable foundations and the federal government.

No matter what the source, getting funds usually requires developing a proposal in
which you make a case for funding the organization as a whole or a specific project.

The following is an outline for use in preparing an-effective proposal, one that helps
you “sell” your idea. Each section contains several questions. Your answers to these
questions will provide the information to include in each section of your proposal.

You can find more information on how to find funding to support your Community
Advisory Group in Part 1 of this Toolkit.

Prepare a cover letter on your Community Advisory Group’s letterhead. If you
do not have printed stationery, you can create your own on a computer. If that is
not possible, simply type the name and address of your Community Advisory
Group at the top of the page. In about three paragraphs, your cover letter should
summarize your request. The opening paragraph should be a sentence or two
indicating that the Community Advisory Committee is submitting the enclosed
proposal.

The middle paragraph is a short “sales pitch” to the prospective funder. This
paragraph should answer the following questions:

* What is the name or title of your proposed project?

* What is the dollar amount you are requesting?

» What will the funding be used to do?

* Will the project result in the development of a specific “product”?
If so, what?

* Specifically, what will the requested funds allow the Community Advisory
Group to do?

» What are the expected benefits to the community?

* What are the expected benefits to the funder?
‘ -ToolA3-
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In the closing paragraph, thank the funder for the opportunity to submit the
proposal and offer to provide further information. Include a phone number and
other contact information.

Describe the key points of the proposed project in a concise paragraph. The
proposal summary, the first paragraph of your proposal, is the most important
paragraph and often is the sole basis for judgment that gets a proposal to the next |
step in the review process. Answer the following questions in your summary:

* What do you plan to do?

» Why do you plan to do it?

» How will the proposed project address a documented need in the
community?

» What benefits will result? ...to the Community Advisory Group? ...to the
community?

» What type of support or amount of funding are you requesting (for example,
basic organizational support, money for a specific project, “seed money”to
raise funds from other sources)? g

Provide a brief introduction to the Community Advisory Group as the appllcant
organization. Answer the following questions: _

» What is the name of the Community Advisory Group? L

« Does it have 501(c)(3) status from the Internal Revenue Service? (This
designation is required by most grants-making organizations.)

» What is the overall purpose of the organization? (Use your Mission
Statement.)

'« When was your Community Advisory Group formed?

« What is your basic organizational structure?

» Have you had significant accomplishments or prior successes that would
add credibility to your request?

Briefly describe the site, the affected community, and the specific aspects of
the problem you plan to address. Answer these questions:

* Where is the site?

» What is the nature of the contamination and what conditions have resulted"

« How many people are affected?

« How are they affected?

+ What is the specific problem you are trying to address with requested
funds?

+ What are the reasons you have chosen to address this particular problem or
aspect of the problem? Why do you need to address the problem or aspect
of the problem?

ToolMd-




’ » Who will benefit? How would you describe the affected community in
terms of family size and composition? Are there many families with
children?...senior citizens?...income levels? (Are there many low-income
people?) Are there specific groups within the community that will benefit
from the proposed project?

In a sentence or two, tell what outcomes are expected in terms of achievable,
¢ Y
Objectives measurable goals. Answer these questions:

* What do you hope to accomplish?

» What are the specific goals or outcomes from your proposed project?

* How will what you plan to do specifically address the problems identified
in the Problem Statement and Assessment of Need?

Methotls | Inacouple of paragraphs, summarize what you plan to do and when you plan to
- do it. Answer the following questions:

* What is your overall approach or project plan?

* Why did you choose this particular approach over other alternatives? :
(What factors affected your decision? Has the Community Advisory Group
or another similar organization had previous experiences that support your

. decision to do things in the manner you propose?)

» Who will manage the project? What is his/her position in the organization?
Why is he/she qualified to manage the project?

+ Why do you think the methods you chose will work?

» What specific activities or tasks will be necessary to accomplish your
objectives?

* What is your time line for accomplishing each objective?

Evaluation | Describe how you will evaluate your project. Answer these questions:

* What are the specific objectives or accomplishments for your project?

» What specific measures will you use to determine progress towards each
objective or accomplishment?

* What information will you collect for each specific measure?

* Will you provide periodic progress reports to the funder? How often? What *
information will be included in each progress report?

FutureFunding | Explain how your activities will be sustained once initial funding is exhausted.
Most funders will not support a project that does not show any prospect for
continuing beyond the initial grant period. In this section, answer the following

‘ queStionS: - |
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« How do you plan to finance the project after the requested funding is used?
¢ Are there other sources of funding or support for the project? If so, what

are they?

« Are you raising funds from other sources? From whom? How will fundraising be

conducted?

Provide a detailed and realistic budget showing all expenditures necessary for
the program. Use the following categories as a guide:

Personnel/Services

Labor costs, including allocated portion of salaries of
paid staff, if any, temporary help, consultants, or others
working on the proposed project.

Rent Office space or meeting space, if applicable.

Supplies Office supplies for proposed project, and specific
supplies necessary for proposed project.

Equipment Computer, fax, phone, slide projector, video player, if
applicable. Include any special equipment to be
purchased or leased specifically for the proposed project.

Printing Xeroxing, printing, duplicating slides, overhead transpar-
encies, efc. for presentations.

Postage and Mailing | Postage, handling, shipping, and messenger services.

Travel Local: mileage @ rate/mile, taxis, public transportation

- for travel necessary for proposed project.
Non-local: mileage @ rate/mile, rail or plane fares,
lodging and food costs for required out-of-town travel.

Telephone Cost of a phone line, long-distance calls, fax,
on-line services.

Other Costs and expenses not included in other categories.
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Community Advisory Group

Our Voice in EPA Decisions




What the GCommunity Advisory Group Is

® A way for all parts of the community
to participate actively in decisions about site
cleanup and other environmental issues




‘ e ®
Why We Have One

® Have a real voice in decision-making

® Discuss full range of community concerns
about cleanup |

® Present community views and concerns to
EPA, State and Tribal agencies, others

@ Get up-to-date information about status of
cleanup and other activities at the site




What We Do

@ Hold meetings with community residents

6 Review technical information
® Meet with EPA and State officials

® \Work together to solve environmental
problems




o - @
Keys To Success

@ Participation by éll parts of the community

® Open to all viéwpoini:s

@ Patience and persistence

® Support from the whole community




What You Gan Do

® Come to meetings and speak up

® Encourage others to participate

® Help us inform others about environmental
problems and the cleanup process

® Provide information and expertise

® Provide financial or other support




Commanity
Advisory
Group:
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EPA Decisions
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Community Advisory Group

Our Voice in EPA Decisions

COMMUNITY ADVISORY GROUP
Our Voice in EPA Decisions

Script Notes for Presentation

The purpose of the presentation slides is to introduce the audience to your Community
Advisory Group. Following is a replica of each slide and suggestions about the type of
information to provide in discussing each.

To be effective, keep your remarks brief; 10-15 minutes is best. Encourage people in
the audience to ask questions and leave time for answering them. These notes are to
help you plan what you want to talk about as you show each slide.







What the Gommunity Advisory Group Is

@ A way for all parts of the community
to participate actively in decisions about site
cleanup and other environmental issues

. Slide 1

- Explain the mission of your Community Advisory Group. If you have a formal .
mission statement, read it to your audience. If not, briefly state the purpose for which
the Community Advisory Group was formed. Tell how many members you have, who
they are, and how they were selected.




Why We Have One

® Have a real voice in decision-making

@ Discuss full range of community concerns
about cleanup

@ Present community views and concerns to
EPA, State and Tribal agencies, others

® Get up-to-date information about status of
cleanup and other activities at the site

Slide 2

Explain why it is important for the community to have a voice in decision-
making. Name two or three of the most important issues or concerns that your
Community Advisory Group is working on.




@ Hold meetings with community residents
® Review technical information
® Meet with EPA and State officials

® Work together to solve environmental
problems

Slide 3

Tell the audience where and how often you hold meetings with community
residents. Tell them how to find out about meetings in the future. Explain what
kinds of technical information you review and how you do that. For example,
do some members of the Community Advisory Group have technical expertise
or experience with the site that helps you? Are there other technical experts
you rely on? Do you meet or talk with EPA and State officials regularly?




Keys To Success

@ Participation by all parts of the community

@ Open to all viewpoints

® Patience and persistence

® Support from the whole community

Slide 4

Tell the audience that it is very important for everyone to come to Community
Advisory Group meetings and express their views. Explain that, although the
cleanup process can be long and complicated, the members of the Community
Advisory Group are committed to stick it out and will keep them informed
each step of the way. Emphasize that the community’s voice in the decisions is
stronger when the whole community participates in the process.




What You Can Do

® Come to meetings and speak up

@ Encourage others to participate

@ Help us inform others about environmental
problems and the cleanup process

@ Provide information and expertise

@ Provide financial or other support

Slide 5

This is the most important part of your message. Invite everyone to get
involved, and give them specific ideas about how they can support the
Community Advisory Group’s work. Emphasize that the single most important
thing people can do is to come to meetings and express their opinion. Let them
know every citizen’s view is important. Remind them where and when the
next meeting will be held. Let them know how to reach you and other
members if they cannot get to the meeting.

Suggest other ways for people to get involved. For example, long-time
residents may have information about the site and its history that may be
extremely useful. People who belong to civic and other organizations in the
community may be able to help you spread the word about your meeting dates
and times. Still others may be able to help you get the local newspaper or
television station to write about the Community Advisory Group’s work.

Leave plenty of time for questions and comments from the audience. Make
sure people know how to reach the Community Advisory Group members to
get more information.
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Operating Procedures for
Dour Community '
Advisory Group

NOTE: Following is a suggested format for use in preparing the Operating Proce-
dures for your Community Advisory Group. Each section contains several questions.
The answers to these questions should be the information you include in each
section of your procedures.

You can find more information on developing operating procedures in Part 1 of
this Toolkit.

Name and * What are you going to call the Community Advisory Group?
Duration « Will the Community Advisory Group exist for a specific period of time?

Membhership * How many members will the Community Advisory Group have?

» What, if any, are the special qualifications for membership? .

* Should the Community Advisory Group membership have a specified
composition (e.g., members from particular areas or groups in the
community)?

« How will members be chosen? Will elections be held? How often?

* For what term will members serve?

» How will vacancies be filled?

» What are the roles and responsibilities of Community Advisory Group
members? k

 Under what circumstances would a member be replaced? What procedures
would be used?

Leadership  Will you have a chairperson or chairpersons?
, » Will you have an executive board? If so, what will be its composition?
« How will leaders be chosen?

‘ « For what term will leaders serve?

» What, if any, are the special qualifications for leadership positions?
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« How will leadership vacancies be filled?

» What are the roles and responsibilities of the chairperson, board
members, or other leaders?

» Under what circumstances would a leader be replaced? 'What proce-
dures would be used?

» When and how often will the Community Advisory Group meet?

« Where will Community Advisory Group meetings be held?

« How will meetings be announced and publicized?

» Will the public be invited to all meetings?

» Will you hold additional meetings for members only or other types of
special meetings?

+ What will be the basic format for meetings?

» Will you use Robert’s Rules of Order or other procedures to govern
meetings?

» How will records of the meetings be kept? Will meeting minutes be
prepared?

» Will minutes be made available to the public? If so, where and when?

« How will members make decisions? By consensus? Majority rule?
Some other means?

« Are there some decisions that can be made by the chairperson, the
board, or some other subgroup of the total membership? If so, which
ones? Under what circumstances?

» How can changes to operating procedures be made?
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form 99=4 Application for Employer Identification Number
(For use by employers, corporations, partnerships, trusts, estates, churches, EIN
(Rev..December 1995) government agencies, certain indivg!uals, and others. See instructions.)
Department of the Treasury OMB No. 1545-0003
Internal Revenue Service ) » Keep a copy for your records.
1 Name of applicant (Legal name) (See instructions.)
? 2 Trade name of business (if different from name on line 1) 3 Executor, trustee, “care of” name
Q
©
£ 4a Mailing address (street address) (room, apt., or suite no.) Sa Business address (if different from address on lines 4a and 4b)
& .
£y
o1 4b City, state, and ZIP code 5b City, state, and ZIP code
.% .
. @ ! 6 County and state where principal business is located/
2
& ™7 Name of principal officer, general partner, grantor, owner, or trustor—SSN required (See instructions.) »
8a Type of entity (Check only one box.) (See instructions.) [ Estate (SSN of decedent)
O sote proprietor (SSN) : d [Z Pian administrator-SSN
| Partnership [ Ppersonal service corp. [} other corporation (specify) »
O remic O Limited liability co. O Trust {Z] Farmers’ cooperative
] stateriocal government [J National Guard [ Federal Government/military O cChurch or church-controlied organization
[J other nonprofit organization (specify} » (enter GEN if applicable)
1 Other (specify) »
8b If a corporation, name the state or foreign country | State . | Foreign country

(if applicable) where incorporated

9 Reason for appiying (Check only one box.) . Banking purpose (specify) »
{] started new business (specify) » O Changed type of organization (specify) »
O purchased going business
O Hired employees [T Created a trust (specify) »
[ Created a pension plan (specify type} » ] Other (specify) »
’ 10  Date business started or acquired {(Mo., day, year} (See instructions.) 11 Closing month of accounting year (See instructions.)
12 First date wages or annuities were paid or will be paid (Mo., day, year). Note: If applicant is a withholding agent, enter date income will first
be paid to nonresident alien. (Mo., day, year} . . . . . . . . . . . . . . w»
13 Highest number of employees expected in the next 12 months. Note: /f the applicant does |Nonagricultural | Agricultural | Household
not expect to have any employees during the period, enter -0-. (See instructions.). . . »™
14  Principal activity (See instructions.) »
15 s the principal business activity manufacturing? . . . . . . . . . . . . . . . . . . . . O ves {J no
If "Yes,” principal product and raw material used » v
16  To whom are most of the products or services sold? Please check the appropriate box. O Business {wholesale)
7] Public (retai) 3 Other (specify) > O wa
17a Has the applicant ever applied for an identification number for this or any other business? . . . . . . . [ Yes O no

Note: If "Yes,” please complete lines 17b and 17c.

17b  If you checked “Yes” on line 172, give applicant’s legal name and trade name shown on prior application, if different from line 1 or 2 above.

Legal name » Trade name »
17c  Approximate date when and city and state where the application was filed. Enter previous employer identification number if known.

Approximate date when filed (Mo., day, year){ City and state where filed Previous EIN

Under penaities of perjury, 1 declare that | have examined this application, and to the best of my knowledge and belief, it is wrue, correct, and complete. | Business telephone number (include area code)

Fax telephone number (inciude area code)

Name and title (Please type or print clearly.) »

Signature » Date »

Note: Do not write below this line. For official use only.
Please feave | G20 Ind. Class Size Reason for applying
blank »

For Paperwork Reduction Act Notice, see page 4. Cat. No. 16055N Form SS-4 (Rev. 12-95)




Form SS-4 (Rev. 12-95)

g

Page 2

General Instructions

Section references are to the Internal
Revenue Code unless otherwise noted.

Purpose of Form

Use Form SS-4 to apply for an employer
identification number (EIN). An EIN is a
nine-digit number (for example,
12-3456789) assigned to sole proprietors,
corporations, partnerships, estates, trusts,
and other entities for filing and reporting
purposes. The information you provide on
this form will establish your filing and
reporting requirements.

Who Must File

You must file this form if you have not
obtained an EIN before and:

® You pay wages to one or more
employees including household employees.

® You are required to have an EIN to use
on any return, statement, or other
document, even if you are not an
employer.

® You are a withholding agent required to
withhold taxes on income, other than
wages, paid to a nonresident alien
{individual, corporation, partnership, etc.).
A withholding agent may be an agent,
broker, fiduciary, manager, tenant, or
spouse, and is required to file Form 1042,
Annual Withholding Tax Return for U.S.
Source Income of Foreign Persons.

e You file Schedule C, Profit or Loss From
Business, or Schedule F, Profit or Loss
From Farming, of Form 1040, U.S.
Individual Income Tax Return, and have a
Keogh plan or are required to file excise,
employment, information, or aicohol,
tobacco, or firearms retumns.

The following must use EINs even if they
do not have any employees:

e State and local agencies who serve as
tax reporting agents for public assistance
recipients, under Rev. Proc. 80-4, 1980-1
C.B. 581, should obtain a separate EIN for
this reporting. See Household employer
on page 3.

¢ Trusts, except the following:

1. Certain grantor-owned revocable
trusts. (See the Instructions for Form
1041)

2. Individual Retirement Arrangement
(IRA) trusts, unless the trust has to file
Form 990-T, Exempt Organization
Business Income Tax Return. (See the
Instructions for Form 990-T.)

3. Centain trusts that are considered
household employers can use the trust EIN
to report and pay the social security and
Medicare taxes, Federal unemployment tax
(FUTA) and withheld Federal income tax. A
separate EIN is not necessary.

® Estates
# Partnerships

©® REMICs (real estate mortgage
investment conduits) (See the Instructions
for Form 1066, U.S. Real Estate Mortgage
Investment Conduit Income Tax Returmn.)

e Corporations

® Nonprofit organizations (churches, clubs,
etc.)

e Farmers' cooperatives

o Plan administrators {A plan administrator
is the person or group of persons specified
as the administrator by the instrument
under which the plan is operated.)

When To Apply for a New
EIN

New Business.—If you become the new
owner of an existing business, do not use
the EIN of the former owner. IF YOU
ALREADY HAVE AN EIN, USE THAT
NUMBER.'If you do not have an EIN, apply
for one on this form. If you become the
“owner” of a corporation by acquiring its
stock, use the corporation’s EIN.

Changes in Organization or
Ownership.—If you already have an EIN,
you may need to get a new one if either
the organization or ownership of your
business changes. If you incorporate a
sole proprietorship or form a partnership,
you must get a new EIN. However, do not
apply for a new EIN if you change only the
name of your business.

Note: /f you are electing to be an

"S corporation,” be sure you file Form
2553, Election by a Small Business
Corporation.

File Only One Form SS-4.—File only one
Form SS-4, regardless of the number of
businesses operated or trade names under
which a business operates. However, each
corporation in an affiliated group must file
a separate application.

EIN Applied For, But Not Received.—if
you do not have an EIN by the time a
return is due, write “Applied for” and the
date you applied in the space shown for
the number. Do not show your social
security number as an EIN on returns.

If you do not have an EIN by the time a -

tax deposit is due, send your payment to
the Internal Revenue Service Center for
your filing area. (See Where To Apply
below.} Make your check or money order
payable to internal Revenue Service and
show your name (as shown on Form SS-4),
address, type of tax, period covered, and
date you applied for an EIN. Send an
explanation with the deposit.

For more information about EINs, see
Pub. 5§83, Starting a Business and Keeping
Records, and Pub. 1635, Understanding
Your EIN.

How To Apply

You can apply for an EIN either by mail or
by telephone. You can get an EIN
immediately by calling the Tele-TIN phone
number for the service center for your
state, or you can send the compieted Form
S$S-4 directly to the service center to
receive your EIN in the mail.

Application by Tele-TIN.—Under the
Tele-TIN program, you can receive your
EIN over the telephone and use it
immediately to file a return or make a
payment. To receive an EIN by phone,
complete Form SS-4, then call the

Tele-TIN phone number listed for yo,
state under Where To Apply. The
making the call must be authorized

th)e form. (See Signature block on page
4,

An IRS representative will use the
information from the Form SS-4 to
establish your account and assign you an
EIN. Write the number you are given on the
upper right-hand corner of the form, sign
and date it.

Mail or FAX the signed SS5-4 within 24
hours to the Tele-TIN Unit at the service
center address for your state. The IRS
representative will give you the FAX
number. The FAX numbers are also listed
in Pub. 1635.

Taxpayer representatives can receive
their client’s EIN by phone if they first send
a facsimile (FAX) of a completed Form
2848, Power of Attorney and Declaration of
Representative, or Form 8821, Tax
Information Authorization, to the Tele-TIN
unit. The Form 2848 or Form 8821 will be
used solely to release the EIN to the
representative authorized on the form.

Application by Maii.—Complete Form
SS-4 at least 4 to 5 weeks before you will
need an EIN. Sign and date the application
and miail it to the service center address
for your state. You wiil receive your EIN in
the mail in approximately 4 weeks.

Where To Apply

The Tele-TIN phone numbers listed bel
will involve a long-distance charge to
callers outside of the local calling are

can be used only to apply for an EIN.
NUMBERS MAY CHANGE WITHOUT
NOTICE. Use 1-800-829-1040 to verify a
number or to ask about an application by
mail cr other Federal tax matters.

Call the Tele-TIN
If your principal business, phone number
office or agency, or legal  shown or file with
residernice in the case of an the Internal Revenue
individual, is located in: Service Center at:

~ ~
Florida, Georgia, /Xg;ngﬁ AC309ngtl(')ql|

South Carolina (404) 455-2360

New Jersey, New York
City and counties of
Nassau, Rockland,
Suffolk, and Westchester

Aun: Entity Control
Holtsville, NY 00501
: (516) 447-4955

New York (all other
counties), Connecticut,
Maine, Massachusetts,
New Hampshire, Rhode
Island, Vermont

Attni: Entity Control
Andover, MA 05501
(508) 474-9717 .

llinois, lowa, Minnesota,
Missouri, Wisconsin

Aun: Entjtg Controt

top 57A

2306 E. Bannister Rd.
Kansas City, MO 64131
(816) 926-5599

Delaware, District of Attn: Entity Control
Columbia, Maryland, Philadeiphia, PA 19255
Pennsylvania, Virginia (215) 574-2400
Indiana, Kentucky, Attn: Entity Control
Michigan, Ohio, West Cincinnati, OH 45999
Virginia (606) 292-5467
. Attn: Entity Ci
Kansas, New Mexico, t¥x
Austin,
QOklahoma, Texas (512} 46
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Alaska, Arizona, Califorria
(counties of Alpine, Amador,
Butte, Calaveras, Colusa, Contra
Costa, Det Norte, El Dorado,
Glenn, Humboldt, Lake. Lassen,
Marin, Mendocino, Modoc,
Napa, Nevada, Placer, Plumas,

Autn: Entity Control
Mail Stop 6271-T

Sacramento, San Joaquin, P.O. Box 9950
Shasta. Sierra, Siskiyou, Solano, Ogden, UT 84409
Sonoma, Sutter, Tehama, Trinity, {801) 620-7645

Yolo. and Yuba), Colorado,
idaho, Montana, Nebraska,
Nevada, North Dakota, Oregon,
South Dakota, Utah,
Washington, Wyoming

California (ail other Aun: Entity Control

counties), Hawaii Fre(sz%%) 422%8?8
Alapama, Arkansas, Attn: Entity Control
Louisiana, Mississippi, Memphis, TN 37501

North Carolina, Tennessee {907) 365-5970

If you have no legal residence, principal
place of business, or principal office or
agency in any state, file your form with the
Internai Revenue Service Center,
Philadelphia, PA 19255 or call
215-574-2400.

Specific Instructions

The instructions that follow are for those
items that are not self-explanatory. Enter
N/A [nonapplicable) on the lines that do
not apply.
Line 1.—Enter the legal name of the entity
applying for the EIN exactly as it appears
on the social security card, charter, or -
other applicable legal document.

Individuals.—Enter the first name, middle
initial, and last name. If you are a sole
proprietor, enter your individual name., not
your business name. Do not use
abbreviations or nicknames.

Trusts.—Enter the name of the trust.

Estate of a decedent.—Enter the name
of the estate. ’

Partnerships.—Enter the legal name of
the partnership as it appears in the
partnership agreement. Do not list the
names of the partners on line 1. See the
specific instructions for line 7.

Corporations.—Enter the corporate name
as it appears in the corporation charter or
other legal document creating it.

Plan administrators.—Enter the name of
the plan administrator. A pian administrator
who already has an EIN should use that
number.

Line 2.—Enter the trade name of the
business if different from the legal name.
The trade name is the “doing business as”
name.

Note: Use the full legal name on line 1 on
all tax returns filed for the entity. However,
if you enter a trade name on line 2 and
chaose to use the trade name instead of
the legal name, enter the trade name on all
returns you file. To prevent processing
delays and errors, always use either the
legal name only or the trade name only on
all tax returns.

Line 3.—Trusts enter the name of the
trustee. Estates enter the name of the
executor, administrator, or other fiduciary.
If the entity applying has a designated
person to receive tax information, enter
that person’s name as the “care of”

person. Print or type the first name, middie
initial, and last name.

Line 7.—Enter the first name, middle initial,
last name, and sociai security number
(SSN) of a principal officer if the business

- is a corporation; of a general partner if a

partnership; or of a grantor, owner, or
trustor if a trust.

Line 8a.—Check the box that best
describes the type of entity applying for
the EIN. If not specifically mentioned,
check the "Other” box and enter the type
of entity. Do not enter N/A.

Sole proprietor.—Check this box if you
file Schedule C or F (Form 1040} and have
a Keogh plan, or are required to file excise,
employment, information. or alcohol,
tobacco, or firearms returns. Enter your
SSN in the space provided.

REMIC.—Check this box if the entity has
elected to be treated as a real estate
mortgage investment conduit (REMIC). See
the Instructions for Form 1066 for more
information.

Cther nonprofit organization.—Check this
box if the nonprofit organization is other
than a church or church-controlled
organization and specify the type of
nonprofit organization (for example, an
educational organization).

If the organization also seeks tax-exempt
status, you must file either Package 1023
or Package 1024, Application for
Recognition of Exemption. Get Pub. 557,
Tax-Exempt Status for Your Organization,
for more information.

Group exemption number (GEN).—if the
organization is covered by a group
exemption letter, enter the four-digit GEN.
(Do not confuse the GEN with the nine-digit
EIN.) If you do not know the GEN, contact
the parent organization. Get Pub, 557 for
more information about group exemption
numbers,

Withholding agent.—If you are a
withholding agent required to file Form
1042, check the "Other” box and enter
"Withholding agent.”

Personal service corporation.—Check
this box if the entity is a personal service
corporation. An entity is a personal service
corporation for a tax year only if:
¢ The principal activity of the entity during
the testing period (prior tax year) for the
tax year is the performance of personal
services substantially by employee-owners,
and
¢ The employee-owners own 10% of the
fair market value of the outstanding stock
in the entity on the last day of the testing
period.

Personal services include performance of

- services in such fields as heaith, law,

accounting, or consulting. For more
information about personal service
corporations, see the Instructions for
Form 1120, U.S. Corporation income Tax
Return, and Pub. 542, Tax Information on
Corporations.

Limited liability co.—See the definition of
limited liabifity company in the Instructions
for Form 1065. If you are classified as a
partnership for Federal income tax

purposes, mark the "Limited liability co.”
checkbox. If you are classified as a
corporation for Federal income tax
purposes, mark the “Other corporation”
checkbox and write “Limited fiability co.” in
the space provided.

Plan administrator.—if the plan
administrator is an individual, enter the
plan administrator’'s SSN in the space
provided. '

Other corporation.—This box is for any
corporation other than a personal service
corporation. If you check this box, enter
the type of corporation {such as insurance
company} in the space provided.

Household employer.—if you are an
individual, check the "Other” box and enter
“Household employer” and your SSN. if
you are a state or local agency serving as
a tax reporting agent for public assistance
recipients who become household
employers, check the “"Other” box and
enter "Household employer agent.” If you
are a trust that gualifies as a household
employer, you do not need a separate EIN
for reporting tax information relating to
household employees; use the EIN of the
trust.

Line 9.—Check only one box. Do not enter
N/A.

Started new business.—Check this box if

you are starting a new business that

" requires an EIN. If you check this box,

enter the type of business being started.
Lo not apply if you aiready have an EIN
and are only adding another place of
business.

Hired employees.—Check this box if the
existing business is requesting an EIN
because it has hired or is hiring employees
and is therefore required to file
empioyment tax returns. Do not apply if
you already have an EIN and are oniy
hiring employees. For information on the
applicable employment taxes for family
members, see Circular E, Employer's Tax
Guide (Publication 15).

Created a pension plfan.—Check this box
if you have created a pension plan and
need this number for reporting purposes.
Also, enter the type of plan created.

Banking purpose.—Check this box if you
are requesting an EIN for banking
purposes only, and enter the banking
purpose (for exampie, a bowling league for
depositing dues or an investment ciub for
dividend and interest reporting).

Changed type of organization.—Check
this box if the business is changing its type
of organization, for example, if the
business was a sole proprietorship and has
been incorporated or has become a
partnership. If you check this box, specify
in the space provided the type of change
made, for example, “from sole
proprietorship to partnership.”

Purchased going business.—Check this
box if you purchased an existing business.
Do not use the former owner’s EIN. Do
not apply for a new EIN if you already
have one. Use your own EIN.

Created a trust.—Check this box if you
created a trust, and enter the type of trust
created.
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Note: Do not file this form if you are the
grantorfowrnier of certain revocable trusts.
You must use your SSN for the trust. See
the Instructions for Form 1041.

Other (specify).—Check this box if you
are requesting an EIN for any reason other
than those for which there are checkboxes,
and enter the reason.

Line 10.—If you are starting a new
business, enter the starting date of the
business. If the business you acquired is
already operating, enter the date you
acquired the business. Trusts should enter
the date the trust was legally created.
Estates should enter the date of death of
the decedent whose name appears on line
1 or the date when the estate was legally
fundea.

Line 11.—Enter the last month of your
accounting year or tax year. An accounting
or tax year is usually 12 consecutive
months, either a calendar year or a fiscal
year (including a period of 52 or 53 weeks).
A calendar year is 12 consecutive months
ending on December 31. A fiscal year is
either 12 consecutive months ending on
the last day of any month other than
December or a 52-53 week year. For more
information on accounting periods, see
Pub. 538, Accounting Periods and
Methods.

Individuals.—Your tax year generally will
be a calendar year.

Partnerships.—Partnerships generally
must adopt the tax year of either (a) the
majority partners; (b) the principal partners;
(c) the tax year that results in the least
aggregate (total) deferral of income; or (d)
some other tax year. {See the Instructions
for Form 1065, U.S. Partnership Return of
Income, for more information.)

REMIC.—~REMICs must have a calendar
year as their tax year.

Personal service corporations.—A
personal service corporation generally
must adopt a calendar year unless:

& it can establish a business purpose for
having a different tax year, or

o [t elects under section 444 to have a tax
year other than a calendar year.

Trusts.—Generally, a trust must adopt a
calendar year except for the following:
® Tax-exempt trusts,

& Charitable trusts, and

* Grantor-owned trusts.

Line 12.—if the business has or will have
emgloyees, enter the date on which the
business began or will begin to pay wages.
If the business does not pian to have
employees, enter N/A.

Withholding agent.—Enter the date you
began or will begin to pay income to a
nonresident alien. This also applies to
individuals who are required to file Form
1042 to report alimony paid to a
noqresident alien.

Line 13.—For a definition of agricultural
labor (farmworker), see Circular A,
Agricultural Employer's Tax Guide
{Pupfication 51).

Line 14.—Generally, enter the exact type of
business being operated {for example,
advertising agency, farm, food or beverage
establishment, labor union, real estate
agency, steam laundry, rental of
coin-operated vending machine, or
investment club). Also state if the business
will involve the sale or distribution of
alcoholic beverages.

Governmental.—Enter the type of
organization (state, county, school district,
municipality, etc.).

Nonprofit organization (other than
governmental).—Enter whether organized
for religious, educational, or humane
purposes, and the principal activity (for
example, religious organization—hospital,
charitable).

Mining and quarrying.—Specify the
process and the principal product (for
example, mining bituminous coal, contract
drilling for oil. or quarrying dimension
stone). :

Contract construction.—Specify whether
general contracting or special trade
contracting. Also, show the type of work
normally performed (for example, general
contractor for residential buildings or
electrical subcontractor).

Food or beverage establishments.—
Specify the type of establishment and
state whether you employ workers who
receive tips (for example, lounge—yes).

Trade.—Specify the type of sales and
the principal line of goods sold (for
example, wholesale dairy products,
manufacturer's representative for mining
machinery, or retail hardware).

Manufacturing.—Specify the type’of
establishment operated (for example,
sawmill or vegetable cannery).

Signature block.—The application must
be signed by (a) the individual, if the
applicant is an individual, {b) the president,
vice president, or other principal officer, if
the applicant is a corporation, (c) a
responsible and duly authorized member or
officer having knowledge of its affairs, if
the applicant is a partnership or other
unincorporated organization, or (d) the
fiduciary, if the applicant is a trust or
estate.

Some Useful Publications

You may get the following publications for
additional information on the subjects
covered on this form. To get these and
other free forms and publications, call
1-800-TAX-FORM (1-800-829-3676). You
should receive your order or notification of
its status within 7 to 15 workdays of your
call,

Use your computer.~If you subscribe to
an on-line service, ask if IRS information is
available and, if so, how to access it. You
can aiso get information through RIS, the
Internal Revenue Information Services, on
FedWorld, a government builetin board.
Tax forms, instructions, publications, and
other IRS information, are available through
IRIS.

@ Printed on recycled paper

IRIS is accessible directly by calii
703-321-8020. On the Internet, you
telnet to fedworld.gov. or, for file tra
protocol services, connect to
ftp.fedworid.gov. If you are using the
WoridWide Web, connect to
http://www.ustreas.gov

FedWorld's help desk offers technical
assistance on accessing IRIS (not tax help)
during regular business hours at
703-487-4608. The IRIS menus offer
information on available file formats and
software needed to read and print files.
You must print the forms to use them; the
forms are not designed to be filled out
on-screen.

Tax forms, instructions, and publications
are also available on CD-ROM, including
prior-year forms starting with the 1991 tax
year. For ordering information and software
requirements, contact the Government
Printing Office’s Superintendent of
Documents (202-512-1800) or Federal
Bulletin Board (202-512-1387).

Pub. 1635, Understanding Your EIN

Pub. 15, Employer's Tax Guide

Pub. 15-A, Employer’s Supplemental Tax
Guide

Pub. 538, Accounting Periods and
Methods

Pub. 541, Tax Information on Partnerships
Pub. 542, Tax information on Corporations
Pub. 557, Tax-Exempt Status for Your
Organization

Pub. 583, Starting a Business and K
Records

Package 1023, Application for Recognition
of Exemption

Package 1024, Application for Recognition
of Exemption Under Section 501(a) or for
Determination Under Section 120

Paperwork Reduction Act
Notice

We ask for the information on this form to
carry out the Internal Revenue laws of the
United States. You are required to give us
the information. We need it to ensure that
you are complying with these laws and to
allow us to figure and collect the right
amount of tax.

The time needed to complete and file
this form will vary depending on individual
circumstances. The estimated average time
is:

Recordkeeping 7 min.
Learriing about the

law or the form . 18 min.
Preparing the form . . 45 min.
Copying, assembling, and

sending the form to the IRS . ., 20 min.

If you have comments concerning the
accuracy of these time estimates or
suggestions for making this form simpler,
we would be happy to hear from you. You
can write to the Tax Forms Committee,

. Western Area Distribution Center, Ran '
Cordova, CA 95743-0001. Do not sen

this form to this address. Instead, see
Where To Apply on page 2.
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| ‘ Instructions for

Form 1023
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Application for Recognition of Exemption
Under Section 501(c)(3) of the Internal
Revenue Code

Section references are to the Internal Revenue Code unless
otherwise noted.

Note: Retain a copy of the completed Form 1023 in the
organization’s permanent records. See Public Inspection of Form
1023 regarding public inspection of approved appilications.
Paperwork Reduction Act Notice.——We ask for the information on
this form to camy out the Internal Revenue laws of the United States.
If you want your arganization to be recognized as tax-exempt by the
IRS, you are required to give us this information. We need it to
determine whether the organization meets the legai requirements for
tax-exempt status.

The organization is not required to provide the information
requested on a form that is subject to the Paperwork Reduction Act
uniess the form displays a valid OMB control number. Books or
records relating to a form or its instructions must be retained as long
as their contents may become material in the administration of any
Internal Revenue law. The rules governing the confidentiality of the
Form 1023 application are covered in Code section 6104.

The time needed to complete and file these forms will vary
depending on individual circumstances. The estimated average times
are:

Learning Preparing, and

about the law sending the

Form Recordkeeping or the form form to IRS
1023 Parts Ito IV 55 ., 29 min. 4 hr., 37 min. 8 hr., 7 min.
1023 Sch. A 7 hr., 10 min. «0- min, 7 min,
1023 Sch. B 4 hr., 47 min. 30 min, 36 min.
1023 Sch. C § hr., 1 min. 35 min. - 43 min.
1023 Sch. D 4 hr., 4 min. 42 min. 47 min.
1023 Sch. E 9 hr., 20 min. 1 br., 5 min. 1 hr., 17 min.
1023 Sch. F 2 hr., 39 min. 2 hr., 53 min. 3 hr., 3 min.
1023 Sch. G 2 hr., 38 min. -0- min. 2 min.
1023 Sch. H 1 hr., 55 min. 42 min. 46 min.
1023 Sch. | 3 hr., 35 min. -0- min. 4 min.
872-C 1 hr., 26 min. 24 min, 26 min.

If you have comments concerning the accuracy of these time
estimates or suggestions for making these forms simpier, we would
be happy to hear from you. You can write to the Tax Forms
Committee, Western Area Distribution Center, Rancho Cordova, CA
85743-0001. DO NOT send the application to this address. Instead,
see Where To File on page 2.

General Instructions

User fee.—A user fee must be paid with determination letter
requests submitted to the Internal Revenue Service. Form 8718,
User Fee for Exempt Organization Determination Letter Request,
must be submitted with this application along with the appropriate

. fee as stated on Form 8718. Form 8718 may be obtained through
your local IRS office or by calling the telephone number given below
for obtaining forms and publications. -

Helpful information.—For additional information, get Pub. §57,
Tax-Exempt Status for Your Organization; Pub. 578, Tax Information
for Private Foundations and Foundation Managers; and Pub. 598,
Tax on Unrelated Business Income of Exempt Organizations. You
may also call 1-800-828-4477 to listen to recorded tax information. A
touch-tone telephone is required. Topic #310, Tax-exempt status for
organizations, and Topic #311, How to apply for exempt status, are
informative. These topic numbers may change. If so, listen to the
directory of topics for the new topic numbers or refer to the

instructions for a current Form 1040, U.S. individual iIncome Tax
Return, for the updated list of Tefe-Tax Topics. For additional forms
and publications, cali 1-800-829-3676 (1-800-Tax-Form).

Purpose of Form

1. Completed Form 1023 required for section 501(c)(3)
exemption.—Uniess it meets either, of the exceptions in item 2
below, or notifies the IRS that it is applying for recognition of section
501(c)(3) exempt status, no organization formed after October 9,
1969, wili be considered tax-exempt under section 501(c)(3).

An organization notifies the IRS by filing a completed Form 1023.
Form 1023 also solicits the information that the IRS needs to
determine if the organization is a private foundation.

2. Organizations not required to file Form 1023.—The following
organizations will be considered tax-exempt undéer section 501(c}{3)
even if they do not file Form 1023: (a) churches, their integrated
auxiliaries, and conventions or associations of churches, or (b) any
organization that is not a private foundation (as defined in section
509(a)) and that has gross receipts in each taxable year of normally
not more than $5,000.

Even if these organizations are not required to file Form 1023 to
be tax-exempt, they may wish to file Form 1023 and receive a
determination letter of IRS recognition of their section 501(c)(3)
status to obtain certain incidental benefits such as public recognition
of their tax-exempt status; exemption from certain state taxes;
advance assurance to donors of deductibility of contributions;
exemption from certain Federal excise taxes; nonprofit mailing
privileges, etc. .

3. Other organizations.—In applying for a determination letter,
cooperative service organizations, described in section 501(e) and (f),
and child care organizations, described in section 501(k), use Form
1023 and are treated as section 501(c)(3) organizations.

4. Group exemption letter.—Generally, Form 1023 is not used to
apply for a group exemption letter. For information on how to apply
for a group exemnption letter, see Pub. 557.

What To File

All applicants must complete pages 1 through 9 of Form 1023. The
following organizations must also complete the schedules or form
indicated:

1. Churches — Schedule A

2. Schools — Schedule B

3. Hospitals and Medical Research — Schedule C

4. Supporting Organizations (509(a)(3)} — Schedule D

§. Private Operating Foundations — Schedule E -

6. Homes for the Aged or Handicapped — Schedule F

7. Child Care — Schedule G

8. Scholarship Benefits or Student Aid — Schedule H

9, Organizations that have taken over or will take over a “for
profit” institution — Schedule !

10. Organizations requesting an advance ruling in Part lil,

Line 11 — Form 872-C '
Attachments.—State on each attachment that it relates to Form
1023 and identify the applicable part and line item number. Also
show on each attachment the organization’s name, address, and
employer identification number (EIN). Use 8"z by 11 inch paper for
attachments,

In addition to the required documents and statements, include
with the application any additional information citing court decisions,
rulings, opinions, etc., that will expedite processing of the
application. Generally, attachments in the form of tape recordings
are not acceptable uniess accompanied by a transcript.

When To File

An organization formed after October 9, 1969, must file Form 1023 ~
to be recognized as an organization described in section 507(c)(3).
Generally, if an organization files its application within 15 months
after the end of the month in which it was formed, and if the IRS
approves the application, the effective date of the organization’s
section 501(c)(3) status will be the date it was organized.

Generally, if an organization does not file its application (Form
1023) within 15 months after the end of the month in which it was
formed, it will not qualify for exempt status during the period before
the date of its application. For exceptions and special rules,
including automatic extensions in some cases, see Part lil of Form
1023.




Where To File

Fila the completed application, and all information required, with the
IRS key district office for the organization’s principal place of
business or office as listed in Form 8718. As soon as possible after
the complete application is received, you will be advised of the IRS’s
determination and of the annual retumns (if any) that the organization
wilt be required to file.

Signature Requirements

An officer, a trustee who is authorized to sign, or another person
authorized by 8 power of attomey must sign this application. Send
the power of attomey with the application when you file it. Form
2848, Power of Attorney and Declaration of Representative, may be
used for this purpose.

Deductibility of Contributions

Deductions for charitable contributions are not allowed for any gifts
or bequests made to organizations that do not qualify under section
501{c}(3). The effective date of an organization’s section 501(c)(3)
status determines the date that contributions to it are deductible by
donors. (See When To File on page 1.)

Contributions by U.S. residents to foreign organizations generally
are not deductible. Tax treaties between the U.S. and certain foreign
counties provide limited exceptions. Foreign organizations (other
than those in Canada or Mexico) claiming eligibility to receive
contributions deductible by U.S. residents must attach an English
copy of the U.S. tax treaty that provides for such deductibility.

Public Inspection of Form 1023

IRS responsibilities.—If the application is approved, it and any
supporting documents will be open to public inspection in any key
district office and in the Intemai Revenue Service's National Office,
as required by section 6104. In addition, any letter or other
document issued by the IRS with regard to the application will be
open 1o public inspection. However, information relating to a trade
secret, patent, style of work, or apparatus that, if released, would
adversely affect the organization, or any other information that would
adversely affect the national defense, will not be made available for
public inspection. Applicants must identify this information by clearly
marking it "NOT SUBJECT TO PUBLIC INSPECTION” and attach a
statement explaining why the organization asks that the information
be withheld. If the IRS agrees, the information will be withheld. :
Organization’s responsibilities.—The organization must make
available for public inspection a copy of its approved application and
supporting documents, along with any document or letter issued by
the IRS. These must be available during regular business hours at
the organization’s principal office and at each of its regional or
district offices having at least three paid employees. See Notice
£8-120, 1988-2 C.B. 454. If any person under a duty to comply with
the inspection provisions fails to comply with these requirements, a
penalty of $10 a day will be imposed for each day the failure
continues.

Appeal Procedures
The organization's application will be considered by the key district
office which will either:

1. Issue a favorable determination letter:

2. Issue a proposed adverse determination letter denying the
exempt status requested; of

3. Refer the case to the National Office.

If we send you a proposed adverse determination, we will advise
you of your appeal rights at that time.

Language and Currency Requirements

Form 1023 and attachments must be prepared in English. If the
organizational document or bylaws are in any other language, an
English wranslation must be furnished. If the organization produces or
distributes foreign language publications that are submitted with the
appiication, you may be asked to provide English transiations for one
or more of them during the processing of the application.

Report all financial information in U.S. dollars (specify the
conversion rate used). Combine amounts from within and outside the
United States and report the total for each item on the financial
statements.

For example:
Gross Investment Income
From U.S. sources $4,000
From non-U.S. sources 1.000

Amount to report on income statement $5,000

Annual Information Return

If the annual information return for tax-exempt organizations
becomes due while its application for recognition of exempt status is
pending with the IRS (including any appeal of a proposed adverse
determination}, the organization should file Form 990, Return of
Organization Exempt From Income Tax, (or Form 990-EZ, Short
Form Return of Organization Exempt From Income Tax) and if
required, Schedule A (Form 990), Organization Exempt Under
Section 501(c)(3), or Form 880-PF, Return of Private Foundation, if a
private foundation, and indicate that an application is pending.

Special Rule for Canadian Colleges and
Universities

A Canadian college or university that has received a Form T2051,
Notification of Registration, from Revenue Canada (Department of
National Revenue, Taxation) and whose registration has not been
revoked, does not have to complete all parts of Form 1023 that
wauld otherwise be applicable. Such an organization must complete
only Part | of Form 1023 and Schedule B (Schools, Colleges, and
Universities). The organization must also attach a copy of its Form
T2050, Application for Registration, together with ali the required
attachments that it submitted to Revenue Canada. If any
attachments were prepared in French, an English transiation must be
furnished.

Other Canadian organizations seeking a determination of section
501(c)(3) status must complete Form 1023 in the same manner as
U.S. organizations.

Specific Instructions

The following instructions are keyéd to the fine items on the
application form:

Part I. Identification of Applicant

Line 1. Full name and address of organization.—Enter the
organization’s name exactly as it appears in its creating document
including amendments. if the organization will be operating under
another name, show the other name in parentheses. Enter your nine-
digit ZIP code.

If the organization’s address is outside the United States or its
possessions or territories, enter the information on the line for "City
or town, state, and ZIP code” in the folicwing order: city, province or
state, foreign postal code, and the name of the foreign country. Do
not abbreviate the country name.

Line 2. Employer identification number (EIN).—All organizations
must have an EIN. Enter the nine-digit EIN assigned to the
organization by the IRS. If the organization does not have an EIN,
get Form SS-4, Application for Employer Identification Number, for
details on how to obtain an EIN immediately by telephone. If the
organization has previously applied for a number, enter “applied for”
and attach a statement giving the date of the application and the
office where it was filed. Do not apply for an EIN more than once.
Line 3. Person to contact.—Enter the name and telephone number
of the person to contact during business hours if more information is
needed. The contact person shouid be an officer, director, or a
person with power of attorney who is fariliar with the organization's
activities and is authorized to act on its behalf. Attach Form 2848 or
other power of attorney.

Line 4. Month the annual accounting period ends.—Enter the
month the organization’s annual accounting period ends. The
accounting period is usually the 12-month period that is the
organization’s tax year. The organization’s first tax year depends on
the accounting period chosen. (The first rax year could be less than
12 months).

Line 5. Date formed.—Enter the date the organization became a
legal entity. For a corporation, this is the date that the articles of
incorporation were approved by the appropriate state official. For an
unincorporated organization, it is the date its constitution or articles
of association were adopted.

Page 2




Line &. Activity codes.—Select up to three of the ¢ode numbers
listed on the back cover that best describe or most accurately
identify the organization's purposes, activities, or type of
organization. Enter the codes in the order of importance.

Line 7.—Indicate if the organization is one of the following:

® 501(e) Cooperative hospital service organization; .,

* 501(f) Cooperative service organization of operating
educational organization;

® 501k} - Organization providing child care.

If none of the above applies, make no entry on line 7.

Line 8.—Indicate if the organization has ever filed a Form 1023 or
Form 1024, Application for Recognition of Exemption Under Section
501(a), with the IRS.

Line 9.—If the organization for which this application is being filed is
a private foundation, answer "N/A.” If the organization is not required
to file Form 880 {or Form 990-E7) and is not a private foundation,
answer "No” and attach an explanation. Get the Form 980
Instructions and refer to page 2 for a discussion of organizations not
required to file Form 980 (or Form 990-EZ). Otherwise, answer “Yes."”
Line 10.—indicate if the organization has ever filed Federal income
tax returns as a taxable organization or filed retums as an exempt
organization {e.g., Form 990, 990-EZ, 990-PF, or 990-T, Exempt
Organization Business Income Tax Return).

Line 11. Type of aorganization and organizational documents.—
Submit a conformed copy of the organizing instrument. If the
organization does not have an organizing instrument, it wiil not
qualify for exempt status. A canformed copy is one that agrees with
the original and all amendments to it. The conformed copy may be a
photocopy of the original signed and dated organizing document OR
it may be a copy of the organizing document that is not signed but
is accompanied by a written declaration signed by an authorized
individual stating that the copy is a complete and accurate copy of
the original signed and dated document.

In the case of a corporation, a copy of the articles of
incorporation, approved and dated by an appropriate state official, is
sufficient by itself. If an unsigned copy of the articles of
incorporation is submitted, it must be accompanied by the written
declaration discussed above. Signed or unsigned copies of the
articles of incorporation must be accompanied by a declaration
stating that the original copy of the articles was filed with, and
approved by, the state. The date filed must be specified.

In the case of an unincorporated association, the conformed copy
of the constitution, articles of assaciation, or other organizing
document must indicate in the document itself, or in a written
declaration, that the organization was formed by the adoption of the
document by two or more persons.

If the organization has adopted bylaws, include a current copy.
The bylaws need not be signed if submitted as an attachment to the
application for recognition of exemption. The bylaws of an
organization alone are not an organizing instrument. They are merely
the internal rules and regulations of the organization.

In the case of a trust, a copy of the signed and dated trust
instrument must be furnished.

For your organization to qualify for exempt status, its organizing

"instrument must contain a proper dissolution clause, or state law

must provide for distribution of assets for one or more exempt
(section 507(c}(3)) purposes upon dissolution. If you rely on state law,
please cite the law and briefly state its provisions on an attachment.
Foreign organizations must cite and attach a copy of the foreign
statute along with an English language translation.

See Pub. 557 for a discussion of dissolution clauses under the
heading, Dedication and Distribution of Assets. Examples of
dissolution clauses are shown in the sample organizing instruments.

The organizing instrument must also specify the organizational
purposes and the purposes specified must be limited to one or more
of those set out in section 501(c)(3). See Pub. 557 for detailed
instructions and for sample organizing instruments that satisfy the
requirements of section 501(c)(3) and the related reguiations.

Part Il. Activities and Operational

Information

Line 1.—It is important that you report all activities carried on by the
organization to enabie the IRS to make a proper determination of the
organization’s exempt status.
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Line 2.—if it is anticipated that the organization’s principal sources
of support will increase or decrease substantially in relation to the
organization’s total support, attach a statement describing
anticipated changes and explaining the basis for the expectation.
Line 3.—For purposes of providing the information requested on line
3, “fundraising activity” includes the soiicitation of contributions and
both functionally related activities and unrelated business activities.
Include a description of the nature and magnitude of the activities.
Line 4a.—Furnish the mailing addresses of the organization's
principai officers, directors, or trustees. Do not give the address of
the organization.
Line 4b.—The annual compensation includes salary, bonus, and any
other form of payment to the individual for services while employed
by the organization.
Line 4c.—Public officials include anyone holding an elected position
or anyone appeinted to a position by an elected official.
Line 4d.—For purposes of this application, a “disqualified person”iis
any person who, if the applicant organization were a private
foundation, is:

1. A "substantial contributor” to the foundation (defined below);

2. A foundation manager;

3. An owner of more than 20% of the total combined voting
power of a corporation that is a substantial contributor to the
foundation;

4. A "member of the family” of any person described in 1, 2, or 3
above;

5. A corporation, partnership, or trust in which persons described
in 1, 2, 3, or 4 above, hold more than 35% of the combined voting
power, the profits interest, or the beneficial interests; and

6. Any other private foundation that is effectively controlled by the
same persons who control the first-mentioned private foundation or
any other private foundation substantially alt of whose contributions
were made by the same contributors.

A substantial contributor is any person who gave a totai of more
than 35,000 to the organization, and those contributions are more
than 2% of all the contributions and bequests received by the
organization from the date it was created up to the end of the year
the contributions by the substantial conuributor were received. A
creator of a trust is treated as a substantial contributor regardless of
the amount contributed by that person or others.

See Pub. 578 for more information on “disqualified persons.”
Line 5.—If your organization controls or is controlled by another
exempt organization or a taxable organization, answer “Yes.”
“Control” means that:

1. Fifty percent (50%) or more of the filing organization’s officers,
directors, trustees, or key employees are also officers, directors,
wustees, or key employees of the second organization being tested
for control;

2. The filing organization appoints 50% or more of the officers,
directors, trustees, or key employees of the second organization; or

3. Fifty percent (50%) or more of the filing organization’s officers,
directors, trustees, or key employees are appointed by the second
organization.

Controf exists if the 50% test is met by any one group of persons
even if collectively the 50% test is not met. Examples of special
relationships are common officers and the sharing of office space or
empioyees.

Line 6.—If the organization conducts any financial transactions
(either receiving funds or paying out funds), or nonfinancial activities.
with an exempt organization {other than a 501(c)(3) organization), or
with a political organization, answer "Yes,” and explain.

Line 7.—If the organization. must report its income and expense
activity to any other organization (tax-exempt or taxable entity),
answer “Yes.”

Line 8.~Examples of assets used to perform an exempt function
are: land, building, equipment, and publications. Do not include cash
or property producing investment income. If you have no assets
used in performing the organization's exempt function, answer
"N/A.”

Line 10a.—If the organization is managed by another exempt
crganization, a taxable organization, or an individual, answer “Yes.”




Line 10b.—If the organization leases property from anyone or leases
any of its property to anyone, answer “Yes.”

Line 11.—A membership organization for purposes of this question
is an organization that is composed of individuals or organizations
who:

1. Share in the common goal for which the organization was
created;

2. Actively participate in achieving the organization’s purposes;
and

3. Pay dues.

Line 12.—Examples of benefits, services, and products are: meals to
homeless people, home for the aged, museum open to the public,
and a symphony orchestra giving public performances.

Note: Organizations that provide low-income housing should see
Rev. Proc. §6-32, 1996-20 LR.B. 14, for a “safe harbor” and an
alternative facts and circumstances test to be used in completing line
12,

Line 13.—An organization is attempting to influence legislation if it
contacts or urges the public to contact members of a legisiative
body, for the purpose of proposing, supporting, or opposing
legislation, or if it advocates the adoption or rejection of legislation.

If you answer “Yes,” you may want to file Form 5768,
Election/Revocation of Election by an Eligible Section 501(c)(3)
Organization To Make Expenditures To Influence Legistation.

Line 14.—~An organization is intervening in a political campaign if it
mtes or opposes the candidacy or prospective candidacy of an
idual for public office.

Part lil. Technical Requirements

Line 1.~if you check "Yes,” proceed to line 8. If you check “No,”
proceed to line 2. .

Line 2a.—To qualify as an integrated auxiliary, an organization must
not be a private foundation and must satisfy the affiliation and -
support tests of Regulations section 1.6033-2(h).

Lina 3.—Rellef from the 15-month filing requirement is granted
automatically if the organization submits a completed Form 1023
within 12 months from the end of the 15-month period.

Line 4.—See Rev. Proc. 92-85, 1992-2 C.B. 490, for information
about an extension beyond the 27-month period. According to
section 5.01 of Rev. Proc. 92-85, the IRS will allow an organization
an extension of time to file 2 Form 1023 application under a
reasonable action and good-faith standard. In such case, the
organization does not need to provide any further information or
affidavits provided that it files its application before the IRS has
discovered the organization’s failure to file an appiication.

Line 5~The reasons for late filing should be specific to your
pacticular organization and situation. Rev. Proc. 92-85 lists the
factors the IRS will consider in determining if good cause exists for
granting an extension of time to file the application. (Also see Pub.
557.) To address these factors, your response on line 5 should
provide the following information:

1. Whether the organization consuited an attomey or accountant
knowledgeable in tax matters or communicated with a responsible
IRS employee (before or after the organization was created) to
ascenain the organization's Federal filing requirements and, if so, the
names and occupations or titles of the persons contacted, the
approximate dates, and the substance of the information obtained:;

2. How and when the organization leamed about the 15-month
deadiine for filing Form 1023;

3. Whether any significant intervening circumstances beyond the
organization’s control prevented it from submitting the application
timely or within a reasonable period of time after it learned of the
requirement to file the application within the 15-month period; and

4. Any other information that you believe may establish good
cause for not filing timely or otherwise justify granting the relief
sought. :

Line 7.~The organization may still be able to qualify for exemption
under section 501(c)(4) for the period preceding the effective date of
its exemption as a section 501(c)(3) organization. If the organization
is qualified under section 501(c){4) and page 1 of Form 1024 is filed
as directed, the organization will not be liable for income tax returns
as 3 taxable entity. Contributions to section 501(c)(4) organizations
are generally not deductible by donors as charitable contributions.
Line 8.—~Private foundations are subject to various requirements,
restictions, and excise taxes under Chapter 42 of the Code that do
not apply to public charities. Also, contributions to private

foundations may receive less favorable treatment than contributions
to public charities. See Pub. 578. Therefare, it is usually to an
organization's advantage to show that it qualifies as a public charity
rather than as a private foundation if its activities or sources of
support permit it to do so. Unless an organization meets one of the
exceptions below, it is a private foundation. In general, an
organization is not a private foundation if it is:

1. A church, school, hospital, or governmental unit:

2. A medical research organization operated in conjunction with a
hospital;

3. An organization operated for the benefit of a college or
university that is owned or operated by a governmental unit;

4. An organization that normally receives a substantial part of its
support in the form of contributions from a2 governmental unit or from
the general public as provided-in section 170(b)(1)(A)vi);

5. An organization that normally receives not more than one-third
of its support from gross investment income and more than
one-third of its support from contributions, membership fees, and
gross receipts related to its exempt functions (subject to certain
exceptions) as provided in section 509(z)(2); .

6. An organization operated solely for the benefit of, and in
connection with, one or more organizations described above (or for
the benefit of one or more of the organizations described in section
501(c)(4). (5). or (6) of the Code and also described in 5 above), but
not controlled by disqualified persons other than foundation
managers, as provided in section 509(a)(3); or

7. An organization organized and operated to test for public safety
as provided in section 509(aj(4).

Line 9.~—Basis for private operating foundation status: {Complete
this line only if you answered "Yes” to the question on line 8.)

A “private operating foundation” is a private foundation that
spends substantially all of its adjusted net income or its minimum
investment return, whichever is less, directly for the active conduct
of the activities constituting the purpose or function for which it is
organized and operated. The foundation must satisfy the income test
and one of the three supplemental tests: (1) the assets test; (2) the
endowment test; or (3) the support test. For additional information,
see Pub. 578.

Line 10.—Basis for nonprivate foundation status: Check the box that
shows why your organization is not a private foundation.

Box (a). A church or convention or association of churches.

Box (b). A school.—See the definition in the instructions for
Schedule B.

Box (c). A hospital or medical research organization.-~See the
instructions for Schedule C.

Box (d). A governmental unit.—This category includes a state, a

possession of the United States, or 2 pofitical subdivision of any of
the foregoing. or the United States, or the District of Columbia.

Box (e). Organizations operated in connection with or Ssolely for
organizations described in (a} through (d) or (g), (1), and (j.—The
organization must be organized and operated for the benefit of, 1o
perform the functions of, or to carry out the purposes of one or more
specified organizations described in section 509(a)(1) or (2). It must
be operated, supervised, or controlied by or in connection with one
or maore of the organizations described in the instructions for boxes
(a) through (d) or (g}, (), and (). It must not be controlled directly or
indirectly by disqualified persons (other than foundation managers or
crganizations described in section 508{a)(1) or (2)). To show whether
the organization satisfies these tests, compiete Schedule D.

Box (). An organization testing for public safety.—An organization
in this category is one that tests products to determine their
acceptability for use by the general public. it does not include any
organization testing for the benefit of a manufacturer as an operation
or control in the manufacture of its product.

Box (g). Organization for the benefit of a college or university
owned or operated by a governmental unit.—The organization must
be organized and operated exclusively for the benefit of a college or
university that is an educational organization within the meaning of
section 170(b)(1)(A)ii) and is an agency or instrumentality of a state
or political subdivision of a state; is owned or operated by a state or
political subdivision of a state; or is owned or operated by an agency
or instrumentality of one or more states or political subdivisions. The
organization must also normally receive a substantial part of its
support from the United States or any state-or political subdivision of
a state, or from direct or indirect contributions from the general
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public or from a combination of these sources. An organizaton
described in section 170(b)(1)(A)(iv) wilt be subject to the same .
publicly supported rules that are applicable to 170(b)(1){(A){vi)
organizations described in box (h) below.

Box (h). Organization receiving support from a governmental unit
or from the general public.—~The organization must receive a
substantial part of its support from the United States or any state or
political subdivision, or from direct or indirect contributions from the
general public, or from a combination of these sources. The
organization may satisfy the support requirement in either of two
ways. it wiil be treated as publicly supported if the support it
normally receives from the above-described governmental units and
the general public equals at least one-third of its total support. It will
also be treated as publicly supported if the support it normally
receives from governmental or public sources equals at least 10% of
total support and the organization is set up to attract new and

_ additional public or governmental support on a continuous basis. If
the arganization’s governmental and public support is at least 10%,
but not over one-third of its total support. the questions on lines 1
through 14 of Part If will apply to determine both the organization’s
claim of exemption and whether it is publicly supported. Preparers
should exercise care to assure that those questions are answered in
detail.

Box (i). Organization described in section 509(a)(2).—The
organization must satisfy the support test under section 509(a)(2)(A)
and the gross investment income test under section 509(a){2)(B). To
satisfy the support test, the organization must normalily receive more
than one-third of its support from: (a) gifts, grants, contributions, or
membership fees, and (b) gross receipts from admissions, saies of
merchandise, performance of services, or furnishing of facilities, in
an activity that is not an unrelated wrade or business (subject to
certain limitations discussed below). This one-third of support must
be from organizations described in section 509(zg)(1), governmental
sources, or persons other than disqualified persons. In computing
gross receipts from admissions, sales of merchandise, performance
of services, or furnishing of facilities in an activity that is not an
unrelated trade or business, the gross receipts from ary one persen
or from any bureau or similar agency of a governmental unit are
includible only to the extent they do not exceed the greater of
35,000 or 1% of the organization’s total support. To satisfy the gross
investment income test, the organization-must not receive more than
one-third of its support from gross investment income.

Box (j).—if you believe the organization meets the public support
test of section 170(b)(1){A)vi) or 509(a)}{(2) but are uncertain as to
which public support test it satisfies, check box (). By checking this
box, you are claiming that the organization is not a private
foundation and are agreeing to let the IRS compute the public
support of your organization and determine the correct foundation
status.

Line 11.—To receive a definitive (final) ruling under sections
170(b){(1)(A)vi} and 508(a)(1) or under section 509(a}{2), an
organization must have completed a tax year consisting of at least 8
months. Organizations that checked box (h), (), or ) on line 10 that
do not satisfy the 8-month requirement must request an advance
ruling covering their first 5 tax years instead of a definitive rufing.

An organization that satisfies the 8-month requirement has two
. options:

1. It may request a definitive ruling. In this event, the
organization’s qualification under sections 170(b)(1)(A){vi) and
509(2)(1) or under section 509(2)(2) wilt be based on the support that
the organization has received to date; or

2. It may request an advance ruling. If the IRS issues the advance
ruling, the organization’s public support computation will be based
on the support it receives during its first 5 tax years. An organization
should consider this option if it has not received significant public
support during its first tax year or during its first and second tax
years, but it reasonably expects to receive such support by the end
of its fifth tax year. An organization that receives an advance ruling is
treated, during the 5-year advance ruling period, as a public charity
{rather than a private foundation) for certain purposes, including
those relating to the deductibility of contributions by the general
public. :

Line 12.—For definition of an unusual grant, see instructions for Part
IV-A, line 12.

Line 13.—Answer this question only if you checked box (g). (h), or ()
on line 10.
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Line 14.—Answer the question on this line only if you checked box
(i} or () on line 10 and are requesting a definitive ruling on line 11.

Line 15.—Answer "Yes” or "No” on each line. If "Yes,” you must
complete the appropriate schedule. Each schedule is included in this
application package with accompanying instructions. For a brief
definition of each type of organization, see the appropriate schedule.

Part IV. Financial Data

The Statement of Revenue and Expenses must be completed for
the current year and each of the 3 years immediately before it (or
the years the organization has éxisted, if less than 4). Any applicant
that has existed for less than 1 year must give financial data for the
current year and proposed budgets for the following 2 years. We
may request financial data for more than 4 years if necessary. All
financial information for the current year must cover the period
beginning on the first day of the organization's established annual
accounting period and ending on any day that is within 60 days of
the date of this application. If the date of this application is less than
60 days after the first day of the current accounting period, no
financial information is required for the current year. Financial
information is required for the 3 preceding years regardless of the
current year requirements. Please note that if no financial information
is required for the cument year, the preceding year's financial
information can end on any day that is within 60 days of the date of
this application. Prepare the statements using the method of
accounting and the accounting period (entered on line 4 of Part |)
the organization uses in keeping its books and records. If the
organization uses a method other than the cash receipts and
disbursements method, attach a statement explaining the method
used. -

A. Statement of Revenue and Expenses

Line 1.—Do not include amounts received from the general public or
a governmental unit for the exercise or performance of the
organization’s exempt functions. However, payments made by a
governmental unit to enable the organization to provide a sefvice to
the general public should be included. Also, do not include unusual
grants. For an explanation of unusual grants, see the discussion for
Line 12 on the following page.

Line 2.—include amounts received from members for the basic
purpose of providing support to the organization. These are
considered to be contributions. Do not include payments to
purchase admissions, merchandise, services, or use of facilities.

Line 3.—Inciude on this line the income received from dividends,
interest, and payments received on securities loans, rents, and
royalties. :

Line 4.—Enter the organization's net income from any activities that
are regularly carried on and are not related to the organization’s
exempt purposes. Examples of such income include fees from the
commercial testing of products; income from renting office
equipment or other personal property; and income from the sale of
advertising in an exempt organization’s periodical. See Pub. 598 for
information about unrelated business income and activities.

Line 5.—Enter the amount collected by the local tax authority from
the general public that has been allocated for your organization.

Line 6.—To report the value of services and/or facilities furnished by
a governmental unit, use the fair market value at the time the
service/facility was furnished to your organization. Do not inciude
any other donated services or facilities in Part IV.

Line 7.—Enter the total income from all sources that is not reported
on fines 1 through 6, or lines 9, 11, and 12. Attach a schedule that
lists each type of revenue source and the amount derived from each.

Line 9.~Include income generated by the organization’s exempt
function activities (charitable, educational, etc.) and by its nontaxable
fundraising events (exciuding any contributions received). Examples
of such income include the income derived by a symphony orchestra
from the sale of tickets to its performances; and raffles, bingo, or
other fundraising-event income that is not taxable as unrelated
business income because the income-producing activities are not
reguiarly carried on or because they are conducted with substantially
alt (at least 85%) volunteer labor. Record related cost of sales on line
22, Other.

Line 11.—Attach a schedule that shows a description of each asset,
the name of the person to whom sold, and the amount received. In
the case of publicly raded securities soid through a broker, the
name of the purchaser is not required.




Line 12.—Unusual grants generally consist of substantial
contributions and bequests from disinterested persons that:

1. Are attracted by reason of the publicly supported nature of the
organization;

2. Are unusual and unexpected as to the amount; and

3. Would, by reason of their size, adversely affect the status of the
organization as normally meeting the support test of section
TI0(){1HAN V) or section 509(a)(2), as the case may be.

if the organization is awarded an unusual grant and the terms of
the granting instrument provide that the organization will receive the
funds over a period of years, the amount received by the
organization each year under the grant may be excluded. See the
regulations under sections 170 and 508.
Line 14.~Fundraising expenses represent the total expenses
incurred in soficiting contributions, gifts, grants, etc.
Line 15~-Attach a schedule showing the name of the recipient. a
brief description of the purposes or conditions of payment, and the
amount paid. The following example shows the format and amount
of detail required for this schedule;

Recipient Purpose Amount
Museum of Natural History | General operating budget $9,000
State University Books for needy students 4,500
Richard Roe Educational scholarship 2,200

Colleges, universities, and other educational institutions and
agencies subject to the Family Educational Rights and Privacy Act
(20 U.S.C. 1232g) are not required to list the names of individuals
who were provided scholarships or other financial assistance where
such disclosure would violate the privacy provisions of the law.
Instead, such organizations should group each type of financial aid
provided, indicate the number of individuals who received the aid, °
and specify the aggregate dollar amount.

Ling 16.—~Attach a schedule showing the name of each recipient, a
brief description of the purposes or condition of payment, and
amount paid. Do not include any amounts that are on line 15. The
schedule should be similar to the schedule shown in the line 15
instuctions above.

Line 17.~Attach a schedule that shows the name of the person
compensated; the office or position; the average amount of time
devoted to the organization’s affairs per week, month, etc.; and the
amount of annual compensation. The following example shows the
format and amount of detail required:

Name Position Time devoted | Annual salary
- President and
Philip Poe general manager 16 hrs. per wk. $7.500

Line 18.—Enter the total of employees’ salaries not reported on line
17

Line 19.—Enter the total interest expense for the year, excluding
mongage interest treated as occupancy expense on line 20.

Line 20.—Enter the amount paid for the use of office space or other
faciliies, heat, light, power, and other utilities, outside janitorial
sefvices, mortgage interest, real estate taxes, and similar expenses.
Line 21.~If your organization records depreciation, depletion, and
similar expenses, enter the total. :

Line 22.~Attach a schedule listing the type and amount of each
significant expense for which a separate line is not provided. Report
other miscellaneous expenses as a single total if not substantial in
amount.

B. Balance Sheet

Line 1.~~Enter the total cash in checking and savings accounts,
temporary cash investments (money market funds, CDs, treasury
bills, or other obiigations that mature in less than 1 year), change
funds, and petty cash funds.

Line 2.—Enter the total accounts receivable that arose from the sale
of goods and/or performance of services, less any reserve for bad
debt.

Line 3.~Enter the amount of materials, goods, and supplies
pwchased or manufactured by the organization and held to be sold
or used in some future period.

Line 4.—Attach a schedule that shows the name of the borrower, a
brief description of the obligation, the rate of return on the principal
indebtedness, the due date, and the amount due. The following
example shows the format and amount of detail required:

Name of - — Rate of]|
borrower Description of obligation return Due date |Amount
Hope Soap Debenture bond {no senior | 10% | Jan. 2004 |$ 7,500
Corporation]  issue outstanding)
Big Spoot Coliateral note secured by | 12% | Jan. 2003 | 62,000
Company company'’s fleet of 20
delivery trucks

Line 5.—Attach a schedule listing the organization’s corporate stock
holdings. For stock of closely held corporations, the statement
should show the name of the corporation, a brief summary of the
corporation’s capital structure, and the number of shares heid and
their value as carried on the organization’s books. If such vaiuation
does not reflect current fair market value, also include fair market
vaiue. For stock traded on an organized exchange or in substantial

‘quantities over the counter, the statemerit should show the name of

the corporation, a description of the stock and the principal
exchange on which it is traded, the number of shares held, and their
value as carried on the organization’s books. The following example
shows the format and the amount of detail required:

Name of Capital structure (or Book Fair
corporation |exchange on which traded)| >'2"®S| amount "‘::I’:::t
Little Spool 100 shares nonvoting
Corporation preferred issued and
outstanding, no par
- value; 50 shares
common issued and
outstanding, no par
value.
Preferred shares: 50 [$20,000 |$24.000
Common shares: 10 25,000 ; 30,000
Flintiock Class A common i 20 3,000 3,500
Corporation| N.Y.S.E. i

Line 6.-—-Report each loan separately, even if more than one loan
was made to the same person. Attach a schedule that shows the
borrower’s name, purpose of loan, repayrnent terms, interest rate,
and original amount of loan.

Line 7.—Enter the book value of governmient securities held (U.S.,
state, or municipal). Aiso enter the book value of buildings and
equipment held for investment purposes. Attach a schedule
identifying and reporting the book value of each.

Line 8.—Enter the book value of buildings and equipment not held
for investment. This includes plant and equipment used by the
organization in conducting its exempt activities. Attach a schedule
listing these assets held at the end of the current tax year/period
and the cost or other basis.

Line 8.—Enter the book value of land not heid for investment.

Line 10.—Enter the book value of each category of assets not
reported on lines 1 through 9. Attach a schedule listing each.

Line 12.—Enter the total of accounts payable to suppliers and’
others, such as salaries payable, accrued payrolf taxes, and interest
payable.

Line 13.—Enter the unpaid portion of grants and contributions that
the organization has made a commitment to pay other organizations
or individuals.

Line 14.—Enter the total of mortgages and other notes payable
outstanding at the end of the current tax year/period. Attach a
schedule that shows each item separately and the lender’s name,
purpose of loan, repayment terms, interest rate, and original amount.

Line 15.—Enter the amount of each fiability not reported on lines 12
through 14. Attach a separate schedule.

Line 17.—Under fund accounting, an crganization segregates its
assets, liabilities, and net assets into separate funds according to
restrictions on the use of certain assets. Each fund is like a separate
entity in that it has a self-balancing set of accounts showing assets,
liabilities, equity (fund balance), income, and expenses. if the
organization does not use fund accounting, report only the “net
assets” account balances, such as: capital stock, paid-in capital,
and retained earnings or accumulated income. :

Page 6




Page 7

Procedural Checklist

Make sure the application is complete.

If you do not complete all applicable parts or do not provide all required attachments,
we may return the incomplete application to your organization for resubmission with the
missing information or attachments. This will delay the processing of the application and
may delay the effective date of your organization’s exempt status. The organization may
also incur additional user fees.

Have you . ..

Attached Form 8718 (User Fee for Exempt Organization Determination Letter Request)
and the appropriate fee? - :

Located the correct IRS key district office for the mailing of thé épplication? (See
Where To File addresses on Form 8718.) Do not file the application with your local
Internal Revenue Service Center. '

Completed Parts | through IV and any other schedules that apply to the organization?

Shown the organization’s Employer Identification Number (EIN)?
a. If your organization has an EIN, write it in the space provided.

b. If this is a newly formed organization and does not have an Employer Identification
Number, obtain an EIN by telephone. (See Specific Instructions, Part |, Line 2, on page 2.)

Described your organization’s specific activities as directed in Part I, line 1, of the
application?

Inciuded a conformed copy of the complete organizing instrument? (See Specific
Instructions, Part |, Line 11, on page 3.) :

Had the application signed by one of the following?

a. An officer or trustee who is authorized to sign (e.g., president, treasurer); or

b. A persogl authorized by a power of attorney (Submit Form 2848, or other power of
attorney

Enclosed financial statements (Part 1V)?

a. Current year (must include period up to within 60 days of the date the application is
filed) and 3 preceding years.

b. Detailed breakdown of revenue and expenses (no lump sums).

c. If the organization has been in existence less than 1 year, you must also submit
proposed budgets for 2 years showing the amounts and types of receipts and
expenditures anticipated. '

Note: During the technical review of a completed application by the Employee
Plans/Exempt Organizations Division in the key district or by Exempt Organizations
Division in the National Office, it may be necessary to contact the organization for more
specific or additional information.

Do not send this checklist with the application.







H H ¥ H OMB No. 1545-0056
rom 1023 Application for Recognition of Exemption - :
(Rev. April 1936) Under Section 501(c)(3) of the Internal Revenue Code approved. ths
of the Treasury application will be open
‘i'e:enue Service for public inspection.
Read the instructions for each Part carefully. )

A User Fee must be attached to this application.
If the required information and appropriate documents are not submitted along with Form 8718 (with payment of the
appropriate user fee), the application may be returned to you.

Complete the Procedural Checklist on page 7 of the instructions.

m Identification of Applicant

1a Full name of organization (as-shown in organizing document) 2 Employer identification number (EIN)
{If none, see page 2 of the instructions.)

1b c/o Name (if applicable) 3 Name and telephone number of person

to be contacted if additional information
is needed

1c Address {(number and street) Room/Suite
{ )

1d City or town, state, and ZIP code ' 4 Month the annual accounting period ends

5§ Date incorporated or formed 6 Activity codes (See page 3 of the instructions) | 7 Check here if applying under section:
a [J501e)  b[I5010  c[1501(K)

8 Did the organization previously apply for recognition of exemption under this Code section or under any

other sectionoftheCode? . . . . . . . . . . . . . . . . . ..., . ... .0OYes no
If "Yes," attach an explanation.
9 s the organization required to file Form 990 (or Form 990-E2)? . . . . . . . . . . . O NA[J Yes [J No
a If "No,” attach an explanation (see page 3 of the Specific Instructions).
Has the organization filed Federal income tax returns or exempt organization information returns? . . [J Yes [J No

If "Yes,"” state the form numbers, years filed, and Internal Revenue office where filed.

11 Check the box for the type of organization. ATTACH A CONFORMED COPY OF THE CORRESPONDING ORGANIZING
DOCUMENTS TO THE APPLICATION BEFORE MAILING. (See Specific Instructions for Part |, Line 11, on page 3.) Get
Pub. 557, Tax-Exempt Status for Your Organization, for examples of organizational documents.)

a [] Corporation—Attach a copy of the Articles of Incorporation (including amendments and restatements) showing
approval by the appropriate state official; also include a copy of the bylaws.

b [0 Trust— Attach a copy of the Trust Indenture or Agreement, including all appropriate signatures and dates.

¢ [ Association— Attach a copy of the Articles of Association, Constitution, or other creating document, with a
declaration (see instructions) or other evidence the organization was formed by adoption of the
document by more than one person; also include a copy of the bylaws.

If the organization is a corporation or an unincorporated association that has not yet adopted bylaws, check here » [

| declare under the penalties of perjury that | am authorized to sign this application on behalf of the above organization and that | have examined this application,
including the accompanying schedules and attachments, and to the best of my knowledge it is true, correct, and complete.

Please

b oL U
] (Signature) {Title or authority of signer) {Date)
aperwork Reduction Act Notice, see page 1 of the instructions. Cat. No. 77133K
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Form 1023 (Rev. 4-96) Page 2

m Activities and Operational Information .
L |

1 Provide a detailed narrative description of all the activities of the organization—past, present, and planned. Do not
refer to or repeat the language in the organizational document. List each activity separately in the order of imp
based on the relative time and other resources devoted to the activity. Indicate the percentage of time for each activity.
Each description should include, as a minimum, the following: (a) a detailed description of the activity including its purpose
and how each acitivity furthers your exempt purpose; (b) when the activity was or will be initiated; and (c) where and by

whom the activity will be conducted.

2 What are or will be the organization’s sources of financial support? List in order of size.

3 Describe the organization’s fundraising program, both actual and pianned, and explain to what extent it has been put into

effect. Include details of fundraising activities such as selective mailings, formation of funclraising committees, use of
volunteers or professional fundraisers, etc. Attach representative copies of solicitations for financial support.




Form 1023 (Rev. 4-96) Page 3

Activities and Operational Information {Continued)

Give the foliowing information about the organization'’s governing body:
Names, addresses, and titles of officers, directors, trustees, etc. b Annual compensation

¢ Do any of the above persons serve as members of the governing body by reason of being public officials
or being appointed by public officials? . . . . . . . ., . . 0 . . . . . . OYes[No
If "Yes,” name those persons and explain the basis of their selection or appointment.

d Are any members of the organization's governing body “disqualified persons” with respect to the
organization (other than by reason of being a member of the governing body) or do any of the members
have either a business or family relationship with “disqualified persons”? (See Specific Instructions for
Partll, Line4d,onpage3d) . . . . . . . . . . . .. . .. ... ... . .. .0YesNo
If "Yes,” explain.

.Does the organization control or is it controlled by any other organization? . . . . . . . . . . 0 Yes O No
Is the organization the outgrowth of (or successor to) another organization, or does it have a special
relationship with another organization by reason of interiocking directorates or other factors? . . . . LJ Yes [] No

If either of these questions is answered “Yes,” explain.

6 Does or will the organization directly or indirectly engage in any of the following transactions with any
political organization or other exempt organization (other than a 501(c)(3) organization): (a) grants;
{b) purchases or sales of assets; (c) rental of facilities or equipment; (d) loans or loan guarantees;
(e) reimbursement arrangements; (f) performance of services, membership, or fundraising solicitations;
or (g) sharing of facilities, equipment, mailing lists or other assets, or paid employees? . . . . . . [J Yes [J No
If *Yes," explain fully and identify the other organizations involved.

7 Is the organization financially accountable to any other organization? . . . . . . . . . . . . OYes Ono
If “Yes,” explain and identify the other organization. Include details concerning accountability or attach
copies of reports if any have been submitted.




Form 1023 (Rev. 4-96)

Page 4

Part I Activities and Operational Information (Continued)

8 What assets does the organization have that are used in the performance of its exempt function? (Do not inciude pr”
producing investrment income.) If any assets are not fully operationai, explain their status, what additional steps reman

be completed, and when such final steps will be taken. if "None,” indicate "N/A.”

8 Wil the organization be the beneficiary of tax-exempt bond financing within the next 2 years?. J Yes [0 No
10a Will any of the organization’s facilities or operations be managed by another organization or individual
under a contractual agreement?. . . . . . . . . . . . . e e e e e O Yes [ No
b Is the organization a party to any leases? . . . J Yes ] No
If either of these questions is answered "Yes,” attach a copy of the contracts and explaln the relatxonshxp
between the applicant and the other parties.
11 s the organization a membership organization? . J Yes [0 No

If "Yes,” complete the following:
a Describe the organization's membership requirements and attach a schedule of membership fees and
dues.

b Describe the organization’s present and proposed efforts to attract members and attach a copy of any
descriptive literature or promotional material used for this purpose.

¢ What benefits do (or will) the members receive in exchange for their payment of dues?

12a if the organization provides benefits, services, or products, are the recipients required, or will

they be required, to pay for them? . . . . . Owa O Yes [ No

If “Yes,” explain how the charges are determmed and attach a copy of the current fee schedule

b Does or will the organization limit its benefits, services, or products to specific individuals or

classes of individuals? . . . . . . . . . ... OwNwAL Yes (O No

If “Yes,” explain how the recxplents or benet‘ cxanes are or wull be selected

13 Does or will the organization attempt to influence legislation?., . . . .. . O Yes [ No
If “Yes,” explain. Also, give an estimate of the percentage of the orgamzatlons ume and funds that it
devotes or plans to devote to this activity. ¢

14 Does or will the organization intervene in any way in political campaigns, including the pubiication or
distribution of StAtements? . . . . .+ . 4 4 & + + e e e e e e e e e e e v« .. OvYes O No

If “Yes,” explain fully.




Form 1023 (Rev. 4-96) - Page §

x:udll] Technical Requirements

‘\re you filing Form 1023 within 15 months from the end of the month in which your organization was
createdorformed? . . . . . . . . . . . . . ... ... ... .. ... ..0vesno
If you answer “Yes," do not answer questions on fines 2 through 7 below.

2 If one of the exceptions to the 15-month filing requirement shown below applies, check the appropriate box and proceed
to question 8.
Exceptions—You are not required to file an exemption application within 15 months if the organization:

[J a 1Is a church, interchurch organization of local units of a church, a convention or association of churches, or an
integrated auxiliary of a church. See Specific Instructions, Line 2a, on page 4;

3 b Is not a private foundation and normally has gross receipts of not more than $5,000 in each tax year; or

O ¢ Is a subordinate organization covered by a group exemption letter, but on]y i the parent or supervisory organization
timely submitted a notice covering the Subordinate. :

[

3 If the organization does not meet any of the exceptions on line 2 above, are you filing Form 1023 within
27 months from the end of the month in which the organization was created orformed?. . . . . . [J Yes [J No

If “Yes,” your organization qualifies under section 4.01 of Rev. Proc. 92-85, 1992-2 C.B. 490, for an
automatic 12-month extension of the 15-month fifing requirement. Do not answer questions 4 through 7.

If *"No,” answer question 4.

4" If you answer "No” to question 3, has the organization been contacted by the IRS regarding its failure to
ile Form 1023 within 27 months from the end of the month in which the organization was created or
ormed?. . . . . L L L L L L. L L Lo, OYes O o

If *No,” your organization is requesting an extension of time to apply under the “reasonable action and
good faith” requirements of section 5.01 of Rev. Proc. 92-85. Do not answer questions 5 through 7.

If “Yes,” answer question 5.

§ If you answer “Yes" to question 4, does the organization wish to request relief from the 15-month filing
requirement? . . . . . . . . . . . L . . . . . . . . . . .. ... ... OVYes OnNo

If "Yes,” give the reasons for not filing this application prior to being contacted by the IRS. See Specific
Instructions, Line 5, on page 4 before completing this item. Do not answer questions 6 and 7.

If "No,” answer question 6.

6 If you answer "No" to question 5, your organization’s qualification as a section 507(c)(3) organization can
be recognized only from the date this application is filed with your key District Director. Therefore, do you
want us to consider the application as a request for recognition of exemption as a section 501(c)(3)
organization from the date the application is received and not retroactively to the date the organization '
wascreatedorformed? . . . . . . . . . . . . . . . .. .. .. .. . ... OYesOno

7 If you answer “Yes" to question 6 above and wish to request recognition of section 501(c)(4) status for the period beginning

with the date the organization was formed and ending with the date the Form 1023 application was received (the effective

ate of the organization’s section 507(c)(3) status), check here » [J and attach a completed page 1 of Form 1024 to this
application.




Form 1023 (Rev. 4-96)

Page 6

i:g4ll} Technical Requirements (Continued)

8

Is the organization a private foundation?
0 Yes (Answer question 9.)

O no

(Answer question 10 and proceed as instructed.)

If you answer “Yes" to question 8, does the organization claim to be a private operating foundation?
J Yes (Complete Schedule E.)

0 No

After answering question 9 on this line, go to line 15 on page 7.

10

If you answer "No” to question 8, indicate the public charity classification the organization is requestmg by checking the
box below that most appropriately applies:

THE ORGANIZATION IS NOT A PRIVATE FOUNDATION BECAUSE IT QUALIFIES:

a O

As a church or a convention or association of churches
{CHURCHES MUST COMPLETE SCHEDULE A))

Sections 509(a)(1)
and 170(b)(1)A)D

As a school (MUST COMPLETE SCHEDULE B.)

Sections 509(a)(1)
and 170(b)(1)(A)(i)

As a hospital or a cooperative hospital service organization, or a
medical research organization operated in conjunction with a
hospital (MUST COMPLETE SCHEDULE C.)

Sections 509(a)(1)

-and 170(b)(1)(A)ii)

As a governmental unit described in section 170(c)(1).

Sections 509(aK1)
and 170(b)(THANV)

a
Oia

As being operated solely for the benefit of, or in connection with,
one or more of the organizations described in a through d, g, b, or i
(MUST COMPLETE SCHEDULE D.)

Section 509(a)(3)

As being organized and operated exclusively for testing for public
safety.

Section 509(a)(4)

As being operated for the benefit of a college or university that is
owned or operated by a governmental unit.

Sections 509(a)(1)
and 170(b)(1)(A)(iv)

As recelving a substantial part of its support in the form of
contributions from publicly supported organizations, from a
governmental unit, or from the general public.

Sections 509(a)(1)
and 170{B)(1)(A)(vi)

(W

As normally receiving not more than one-third of its support from
gross investment income and more than one-third of its support from
contributions, membership fees, and gross receipts from activities
related to its exempt functions (subject to certain exceptions).

Section 509(a)(2)

O

The organization is a publicly supported organization but is not sure
whether it meets the public support test of block h or block i. The
organization would like the IRS to decide the proper classification.

Sections 509(a)(1)
and 170(b}{1)(A)vi)
or Section 509(2)(2)

If you checked one of the boxes a through f in question 10, go to question
15. If you checked box g in question 10, go to questions 12 and 13.

If you checked box h, i, or j, in question 10, go to question 11.




Form 1023 (Rev. 4-96) ’ ' page 7

x:(4ll] Technical Requirements (Continued)

If you checked box h, i, or j in question 10, has the organization completed a tax year of at least 8 months?
& Yes—Indicate whether you are requesting:
[J A definitive ruling (Answer questions 12 through 15.)
O An advance ruling (Answer questions 12 and 15 and attach two Forms 872-C completed and signed.)
O NoTYo:Ji must request an advance ruling by completing and signing two Forms 872-C and attaching them to the
application.

12 If the organization received any unusual grants during any of the tax years shown in Part IV-A, attach a list for each year
showing the name of the contributor; the date and the amount of the grant; and a brief description of the nature of the grant.

13 If you are requesting a definitive ruling under sectiont 170(b){1}(A)(iv) or {vi), check here » [] and:

a Enter 2% of line 8, column (e), Total, of Part IV-A.

b Attach a list showing the name and amount contributed by each person (other than a governmental unit or “publicly
supported” organization) whose total gifts, grants, contributions, etc., were more than the amount entered on line 13a
above.

14  If you are requesting a definitive ruling under section 509(a)(2), check here » [] and:

a For each of the years included on lines 1, 2, and 9 of Part {V-A, attach a list showing the name of and amount received
from ea;:h “disqualified person.” (For a definition of “disqualified person,” see Specific Instructions, Part Il, Line 4d, on
page 3.

b For each of the years inciuded on line 9 of Part IV-A, attach a list showing the name of and amount received from each
payer (other than a “disqualified person”) whose payments to the organization were more than $5,000. For this purpose,
“payer” inciudes, but is not limited to, any organization described in sections 170(b)(1)(A)() through (vi) and any
governmental agency or bureau.

‘ indicate if your organization is one of the following. If so, complete the required schedule. (Submit ves| No go‘;:;fé;e
only those schedules that apply to your organization. Do not submit blank schedules.) Schedule:
Isthe organizationachurch? . . . . . . . . . . . . . . . .. ... A
Is the organization, or any partof it aschool? . . . . . . .. . . . . . . . . .. B
Is the organization, or any part of it, a hospital or medical research organization? . . . . . . c
Is the organization a section 509(a)(3) supporting organization? . . . . . . . . . . . . D
Is the organization a private operating foundation?. . . . . . . . . . . . . . . . . E
Is the organization, or any part of it, a home for the aged or handicapped? . . . . . . . . F
Is the crganization, or any part of it, a child care organization?. . . . . . . . . . . . .- G
Does the organization provide or administer any scholarship benefits, student aid, etc.? . . . . H
Has the organization taken over, or will it take over, the facilities of a “for profit” institution? . . . |




Form 1023 {Rev. 4-96) Page 8

m Financial Data

Complete the financial staterments for the current year and for each of the 3 years immediately before it. If in existence
than 4 years, complete the statements for each year in existence. If in existence less than 1 year, also provide propos

budgets for the 2 years following the current year.
A. Statement of Revenue and Expenses

tgg';igtr 3 prior tax years or proposed budget for 2 years
1 Gifts, grants, and contributions {a) From....... (b) 19....... () 19........ (d1s........ (e) TOTAL

received (not including unusual
grants—see pages 5 and 6 of
the instructions) . . .

2 Membership fees received .

3 Gross investment income (see
instructions for definition) .

4 Net income from organization’s
unrelated business activities not
included on line 3.

5§ Tax revenues levied for and
either paid to or spent on behalif
of the organization . . . .
6 Value of services or facilities
fumished by a governmental unit
to the organization without charge
(notincluding the value of services
or facilities generally furnished the
public without charge). . . .

7 Otherincome (notincluding gain
or loss from sale of capital
assets) (attach schedule) . .

8 Total (add lines 1 through 7)

9 Gross receipts from admissions, '
sales of merchandise or services,
or fumishing of facilities in any
activity that is not an unrelated
business within the meaning of
section 513. include related cost
cfsalesonlne22.. . . . .

10 Total (add lines 8 and 9) .

11 Gain or loss from sale of capitai
assets (attach schedule). . .

Revenue

12 Unusualgrants, . . . . .
13 Total revenue (add lines 10

through12). . . . . . .
14 Fundraising expenses . . .

15 Contributions, gifts, grants, and
similar amounts paid (attach
schedule} . . . . . . .

16 Disbursements to or for benefit
of members (attach schedule) .

17 Compensation of officers,
directors, and trustees (attach
schedule) . . . . . . .

18 Other salaries and wages .

19 Interest . . . . . . . .

20 Occupancy (rent. utilities, etc.).

21 Depreciation and depletion . .

22 Other (attach schedule) . . .

23 Total expenses {add lines 14
through22). . . . . . .

24 Excess of revenue over
expenses (line 13 minus line 23)

Expenses




Form 1023 (Rev. 4-96)

Financial Data (Continued)

‘ _ B. Balance Sheet (at the end of the period shown) D:;T mw’w
Assets
T Cash. . oL 1
2 Accounts receivable, et . . . . . . . . L . L L. 2
3 Inventories . . . . . . . . . .. L L L L. 3
4 Bonds and notes receivable (attach schedule) . . . . . . . . 4
5 Corporate stocks (attach scheduie). 5
6 Mortgage loans (éttach schedule) 6
7 Other investments {attach schedule) . . . ... . e e e e e 7
8 Depreciable and depletable assets (attach schedule) . . . . . . 8
9 Land. . . . ... Lo 9
10 Other assets (attach schedule) . . . . . . . . . e e e 10’
11 Total assets (add lines 1 through 10). 11
Liabilities
.Accountspayable e e .- e 12
13 Contributions, gifts, grants, etc., payable. . . 13
14 Mortgages and notes payable (attach schedule) . . . . . . . . . . . . 14
15 Other liabilities {attach schedule) . . . . . . . . . . . . . . . 15
16 Total liabilities (add lines 12 through 15) . C e e e e 16
Fund Balances or Net Assets
17 Total fund balances ornetassets . . . . . . . . . . e e .. 17
18 Total liabilities and fund balances or net assets (add line 16 and fine 17) . 18

If there has been any substantial change in any aspect of the organization’s financial activities since the end of the period

shown above, check the box and attach a detailed explanation . . , .

. O




- Consent Fixing Period of Limitation Upon .
o 872-C Assessment of Tax Under Section 4940 of the ONE Mo 1oteomee

Rev, Aol 1998) Internal Revenue Code , o be used
. Form ;02:;. Si
in duplica

mwnevgx? S:mce k (See instructions on reverse side.)

Under section 6501(c)(4) of the Internal Revenue Code, and as part of a request filed with Form 1023 that the
organization named below be treated as a publicly supported organization under section 170(b}(1)(A){vi) or section
509(a)(2) during an advance ruling period,

------------------- [Eiace lagai narme of crganization a5 shown i organising docurment) T District Director of
Internal Revenue, or
and the Assistant
................................................................................................ Commissioner
(Number, street, city or town, state, and ZIP code) ., (Employee Plans and

Exempt Organizations)

Consent and agree that the period for assessing tax (imposed under section 4940 of the Code) for any of the 5
tax years in the advance ruling period will extend 8 years, 4 months, and 15 days beyond the end of the first tax
year.

However, if a notice of deficiency in tax for any of these years is sent to the organization before the period
expires, the time for making an assessment will be further extended by the number of days the assessment is
prohibited, plus 60 days.

Ending date of first tax year .o oot
{Manth day, and year)

Name of organization (as shown in organizing document) Date

Officer or trustee having authority to sign

Signature » ' Title »
For IRS use only '
District Director or Assistant Commissioner (Employee Plans and Exempt Organizations) Date
By »-

For Paperwork Reduction Act Notice, see page 1 of the Form 1023 Instructions. Cat. No. 16905Q
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You must complete this form and attach it to the Form 1023 if
you checked box h, i, or j of Part lll, question 10, and the
organization has not completed a tax year of at least 8 months.

For example: If the organization incorporated May 15 and
its year ends December 31, it has completed
- a tax year of only 7' months. Therefore,
Form 872-C must be submitted.

(@) Enter the name of the organization. This must be entered
exactly as it appears in the organizing document. Do not use
abbreviations unless the organizing document does.

(b) Enter the current address.
(c) Enter the ending date of the first tax year.

For example:
(1) If the organization was formed on June 15 and it has
chosen December 31 as its year end, enter December 31,
. 19 s . |

‘ (2) If the organization was formed June 15 and it has chosen
June 30 as its year end, enter June 30, 19 . In this
example, the organization'’s first tax year consists of only
15 days.

(d) The form must be signed by an authorized officer or trustee,
generally the president or treasurer.

(&) Enter the date that the form was signed.

DO NOT MAKE ANY OTHER ENTRIES.
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Schedule A. Churches

‘ 1 Provide a brief history of the development of the organization, nncludmg the reasons
for its formation.

2 Does the organization have a written creed or statement of faith?. . . . LlYes []No
If “Yes,” attach a copy.

3 Does the organization require prospective members to renounce other
religious beliefs or their membership in other churches or religious orders

to become members? . . . . . CdYes [INo
4 Does the organization have a fc>rmal code of doctrme and dlscxphne for
tsmembers? . . . . . . ... ..................0Yes [InNo

If “Yes,” describe.
5 Describe the form of worship and attach a schedule of worship services.

6 Are the services open to the public?. . . . . . . . . . . ... . OYes LINo

If “Yes,” describe how the organization pubhcxzes its services and explaln the criteria for
admittance.

7 Explain how the organization attracts new members.

8 (a) How many active members are currently enrolled in the church?

(b) What is the average attendance at the worship services?

9 [naddition to worship services, what other religious services (such as baptisms, weddings,
funerals, etc.) does the organization conduct?
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Schedule A. Churches ( Continued)

10 Does the organization have a school for the refigious instruction of the
YOUNG? . . . e e e e e e e e e . . . . e . . OOYes [JINo

11 Were the current deacons, minister, and/or pastor formally ordained after
aprescribed courseof study? . . . . . .. . .. .. ... .. ... UYes [INo

12 Describe the orgamzatlon s religious hierarchy or ecclesnastlcal government.

13 Does the organization have an established place of worship? . . . . .. OYes [JNo

If “Yes," provide the name and address of the owner or lessor of the property
and the address and a description of the facility.

If the organization has no regular place of worship, state where the services
are held and how the site is selected.

14 Does (or will) the organization license or otherwise ordain ministers (or their
equivalent) or issue church charters? . . . . . . e e e e e ... 0OYes [ONo

If “Yes,” describe in detail the requirements and qualifications needed tc 0
be so licensed, ordained, or chartered.

15 Did the organization pay a fee for a church charter? . . . . . . . ... dYes [INo

If “Yes,” state the name and address of the organization to which the fee
was paid, attach a copy of the charter, and describe the circumstances
surrounding the chartering.

16 Show how many hours a week the minister/pastor and officers each devote
to church work and the amount of compensation paid to each of them. If
the minister or pastor is otherwise employed, indicate by whom employed,
the nature of the employment, and the hours devoted to that employment.




Tonmn 1023 {Rev. 4-96)

Page 13

Schedule A. Churches (Continued)

17 Will any funds or property of the organization be used by any officer, director,
employee, minister, or pastor for his or her personai needs or convenience?

COYes [ONo

If “Yes,” describe the nature and circumstances of such use.

18 List any officers, directors, or trustees related by blood or marriage.

19 Give the name of anyone who has assigned income to the organization or

made substantial contributions of money
amounts involved.

or other property. Specify the

Instructions

Although a church, its integrated auxiliaries, or a
convention or association of churches is not required
to file Form 1023 to be exempt from Federal income
tax or to receive tax-deductible contributions, such an
organization may find it advantageous to obtain
recognition of exemption. In this event, you should
submit information showing that your organization is a
church, synagogue, association or convention of
churches, religious order or religious organization that
is an integral part of a church, and that it is carrying
out the functions of a church.

In determining whether an admittedly religious
organization is also a church, the IRS does not accept
any and every assertion that such an organization is a
church. Because beliefs and practices vary so widely,
there is no single definition of the word “church” for
tax purposes. The IRS considers the facts and
circumstances of each organization applying for church
status.

The IRS maintains two basic guidelines in
determining that an organization meets the religious
purposes test:

1. That the particular religious beliefs of the
organization are truly and sincerely held, and

2. That the practices and rituals associated with the
organization’s religious beliefs or creed are not illegal
or contrary to clearly defined public policy.

In order for the IRS to properly evaluate your
organization’s activities and religious purposes, it is
important that all questions in Schedule A be
answered accurately.

The information submitted with Schedule A will be a
determining factor in granting the “church” status
requested by your organization. In completing the
schedule, consider the following points:

1. The organization’s activities in furtherance of its
beliefs must be exclusively religious, and

2. An organization will not qualify for exemption if it
has a substantial nonexempt purpose of serving the
private interests of its founder or the founder's family.
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Schedule B. Schools, Colleges, and Universities

Does, or will, the organization normally-have: (a) a reguiarly scheduled curriculum, (b) a regular faculty
of qualified teachers, (c) a regularly enrolied student body, and (d) facilities where its educational activities

are reguiarly carried on? T
If "No,"” do not complete the rest of Schedule B.

. e - -

O Yes O nNo

2 Is the organization an instrumentality of a state or political subdivision of a state? . e e
If "Yes,” document this in Part il and do not complete items 3 through 10 of Schedule B. {See instructions
on the back of Schedule B.)

1 Yes [ no

3 Does or will the organization (or any department or division within it} discriminate in any way on the basis
of race with respect to:

Admissions? . . . . . L Ll L L L o L s,
Use of facilities or exercise of student privileges?. . . . . . . . . . . . . . .

Faculty or administrative staff? . . . . . . . . . . e e e e e
Scholarship or loan programs? . . . . . . 0 . . . . . . . . . . .. . . ..

If “Yes” for any of the above, explain. '

ao0ooe

J Yes I no
O Yes [ No
J Yes ] No
O Yes O no

4 Does the organization include a statement in its charter, bylaws, or other governing instrument, or in a
resolution of its governing body, that it has a racially nondiscriminatory policy as to students?.

Attach whatever corporate resolutions or other official statements the organization has made on this

[ Yes [J No

’ subject.
5a Has the organization made its racially nondiscriminatory policies known in a manner that brings the
policies to the attention of all segments of the general community that it serves? , . . .

If “Yes,” describe how these policies have been publicized and how often relevant notices or
announcements have been made. If no newspaper or broadcast media notices have been used, explain.

b If applicable, attach clippings of any reievant newspaper notices or advertising, or copies of tapes or
scripts used for media broadcasts. Also attach copies of brochures and catalogues dealing with student
admissions, programs, and scholarships, as well as representative copies of all written advertising used
as a means of informing prospective students of the organization’s programs.

J Yes [J No

6 Attach a numerical schedule showing the racial composition, as of the current academic year, and projected to the extent

feasible for the next academic year, of: (a) the student body, and (b) the faculty and administrative staff.

7 Attach a list showing the armount of any scholarship and loan funds awarded to students enrolled and the racial composition

of the students who have received the awards.

8a Attach a list of the organization's incorporators, founders, board members, and donors of land or buildings, whether individuals

or organizations.

b State whether any of the organizations listed in 8a have as an objective the maintenance of segregated public or private
school education, and, if so, whether any of the individuals listed in 8a are officers or active members of such organizations.

9a Enter the public school district and county in which the organization is located.

b Was the organization formed or substantially expanded at the time of public school desegregation in the

above districtorcounty? . . . . . . . . .. [ Yes [ no
10 Has the organization ever been determined by a state or Federal administrative agency or judicial body
1o be racially discriminatory? . . . . . . . . . . R i R T

If *Yes,” attach a detailed explanation identifying the parties to the suit, the forum in which the case was
heard, the cause of action, the hoiding in the case, and the citations (if any) for the case. Also describe
in detail what changes in the organization's operation, if any, have occurred since then.

For more information, see back of Schedule B.
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Instructions

A “school” is an organization that has the primary
function of presenting formal instruction, normally
maintains a regular faculty and curriculum, normaily
has a regularly enrolled student body, and has a place
where its educational activities are carried on. The
term generally corresponds to the definition of an
“educational organization” in section 170(b)(1)(A)ii).
Thus, the term includes primary, secondary,
preparatory and high schools, and colleges and
universities. The term does not include organizations
engaged in both educational and noneducational
activities unless the latter are merely incidental to the
educational activities. A school for handicapped
children is included within the term, but an
organization merely providing handicapped children
with custodial care is not. . .

For. purposes of Schedule B, "Sunday schools” that
are conducted by a church are not included in the
term “schools,” but separately organized schools (such
as parochial schools, universities, and similar
institutions) are included in the term.

A private school that otherwise meets the
requirements of section 501(c)(3) as an educational
institution will not qualify for exemption under section
501(a) unless it has a racially nondiscriminatory policy
as to students. This policy means that the school
admits students of any race to all the rights, privileges,
programs, and activities generally accorded or made
available to students at that school and that the school
does not discriminate on the basis of race in the
administration of its educational policies, admissions
policies, scholarship and loan programs, and athletic or

other school-administered programs. The IRS ’!
considers discrimination on the basis of race to inc
discrimination on the basis of color and national or
ethnic origin. A policy of a schoot that favors racial
minority groups in admissions, facilities, programs, and
financial assistance will not constitute discrimination on
the basis of race when the purpose and effect is to
promote the establishment and maintenance of that
school’s racially nondiscriminatory policy as to
students. See Rev. Proc. 75-50, 1975-2 C.B. 587, for
guidelines and recordkeeping requirements for
determining whether private schools that are applying
for recognition of exemption have raciaily
nondiscriminatory policies as to students.

Line 2

An instrumentality of a state or political subdivision of

a state may qualify under section 501(c)(3) if it is
organized as a separate entity from the governmental
unit that created it and if it otherwise meets the
organizational and operational tests of section

501(c)(3). (See Rev. Rul. 60-384, 1960-2 C.B. 172.) Any
such organization that is a school is not a private ’

school and, therefore, is not subject to the provisions
of Rev. Proc. 75-50. '

Schools that incorrectly answer "Yes” to line 2 will
be contacted to furnish the information cailed for by
lines 3 through 10 in order to establish that they m
the requirements for exernption. To prevent delay i”
processing of your application, be sure to answer ii
2 correctly and complete lines 3 through 10, if
applicable.
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Schedule C. Hospitals and Medical Research Organizations

‘Check here if claiming to be a hospital; complete the questions in Section | of this schedule; and write "N/A” in Section il.
Check here if claiming to be a medical research organization operated in conjunction with a hospital; complete the
questions in Section Il of this schedule; and write “N/A” in Section |.

Hospitals
1a How many doctors are on the hospital's courtesy staff?, . . . . . . . . . . . . . . . .

b Are all the doctors in the community eligible for staff privileges? . . . . . . . . . . . . . . []Yes [ o
If "No,” give the reasons why and explain how the courtesy staff is selected.

2a Does the hospital maintain a full-time emergencyroom?. . . . . . . . . . . . . . . . . Yes [ no
b What is the hospital's policy on administering emergency services to persons without apparent means
to pay?

¢ Does the hospital have any arrangements with police, fire, and voluntary ambuiance services for the :
defivery or admission of emergencycases? . . . . . . . . . . . . . . . . . . ... Oves Ono

Explain.

3a Does or will the hospital require a deposit from persons covered by Medicare or Medicaid in its admission
practices? . . . . DYesDNo

If "Yes,"” expiain.

Does the same deposit requirement, if any, apply to all other patients?. . . . . . . . . . . . D Yes D No
If "No,” explain.

4 Does or will the hospital provide for a portion of its services and facilities to be used for charity patients? D Yes D No
Expiain the policy regarding charity cases. Inciude data on the hospital’s past experience in admitting
charity patients and arrangements it may have with municipal or government agencies for absorbing the
cost of such care.

§ Does or will the hospital carry on a formal program of medical training and research?. . . . . . . D Yes [ No
If “Yes,” describe.

6 Does the hospital provide office space to physicians carrying on a medical practice? . . . . . Oes Ll no

If "Yes," attach a list setting forth the name of each physician, the amount of space provided, the annual
rent, the expiration date of the current lease and whether the terms of the lease represent fair market vaiue.

Medical Research Organizations
1 Name the hospitals with which the organization has a relationship and describe the refationship.

2 Attach a schedule describing the organization's present and proposed (indicate which) medical research activities: show
the nature of the activities, and the amount of money that has been or will be spent in carrying them out. (Making grants to
other organizations is not direct conduct of medical research.)

Attach a statement of assets showing their fair market vaiue and the portion of the assets directly devoted to medical
research.

For more information, see back of Schedule C.
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Additional Information

Hospitals

To be entitled to status as a “hospital,” an organization
must have, as its principal purpose or function, the
providing of medical or hospital care or medical
education or research. "Medical care” includes the
treatment of any physical or mental disability or
condition, the cost of which may be taken as a
deduction under section 213, whether the treatment is
performed on an inpatient or outpatient basis. Thus, a
rehabilitation institution, outpatient clinic, or community
mental health or drug treatment center may be a
hospital if its principal function is providing the
above-described services.

On the other hand, a convalescent home or a home
for children or the aged is not a hospital. Similarly, an
institution whose principal purpose or function is to
train handicapped individuals to pursue some vocation
is not a hospital. Moreover, a medical education or
medical research institution is not a hospital, unless it
is also actively engaged in providing medical or
hospital care to patients on its premises or in its
facilities on an inpatient or outpatient basis.

Cooperative Hospital Service Organiza"

Cooperative hospital service organizations (section
501(e)) should not comgilete Schedule C.

Medical Research Organizations

To qualify as a medical research organization, the
principal function of the organization must be the
direct, continuous, and active conduct of medical
research in conjunction with a hospital that is
described in section 501(c)(3), a Federal hospital, or an
instrumentality of a governmental unit referred to in
section 170(c)(1). For purposes of section
170(b)(1)(A)(iii} only, the organization must be set up to
use the funds it receives in the active conduct of
medical research by January 1 of the fifth calendar
year after receipt. The arrangement it has with donors
to assure use of the funds within the 5-year period
must be legally enforceable. As used here, “medical
research” means investigations, experiments, and
studies to discover, develop, or verify knowledge
relating to the causes, diagnosis, treatment,
prevention, or control of human physical or mental }
diseases and impairmenits. For further information, see
Regulations section 1.170A-9(c)(2).
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Schedule D. Section 509(a)(3) Supporting Organizations

‘ b Has the supported organization received a ruling
Organizations supported by the applicant organization: or determination letter that it is not a private

Name and address of supported organization foundation by reason of section 509(a)(1) or {2)?
---------------------------------------------------------------------------------------- ] Yes ] No
T e a e ne s [ Yes [ No
--------------------------------------- T [ Yes [0 no
----------------------------------------------------------------------------------------- O Yes ] No
T T e O ves ] No

c If "No" for any of the organizations listed in 1a, explain.

2 Does the supported organization have tax-exempt status under section 501(c)(4), 501(c)(5). or 501()6)? [ Yes [ No
If "Yes,” attach: (a) a copy of its ruling or determination letter, and (b) an analysis of its revenue for the
current year and the preceding 3 years. (Provide the financial data using the formats in Part IV-A {lines
1-13) and Part {ll (lines 12, 13, and 14).)

3 Does your organization’s governing document indicate that the majority of its govermng board is elected
or appointed by the supported organizations? . . . . . . . . . . e e e oo oo Oves Onwo
If “Yes,” skip to line 9.
if "No,” you must answer the guestions on lines 4 through 9.
Does your organization’s governing document indicate the common supervision or contro! that it and the

. supported organizations share? . . . e e e e e e e e e 0 Yes [ No

If “Yes,” give the article and paragraph numbers lf “No “ explam

§ Towhat extent dothe supported organizations have a significant voice in your orgamzatlon s investment policies, in the making

and timing of grants, and in otherwise directing the use of your orgamzatlons income or assets?

6 Does the mentioning of the supported organizations in your organization’s governing instrument make it
a trust that the supported organizations can enforce under state law and compel to make an accounting?
If “Yes,” explain.

I ves TJ nNo

7a What percentage of your organization's income does it pay to each supported organization?

b What is the total annual income of each supported organization?

. How much does your organization contribute annually to each supported organization?

For more information, see back of Schedule D.
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Schedule D. Section 509(a)(3) Supporting Organizations (Continued)

8 To what extent does your organization conduct activities that would otherwise be carried on by the supported organiz
Explain why these activities would ctherwise be carried on by the supported organizations.

9 s the applicant organization controlled directly or indirectly by one or more “disqualified persons” (other

than one who is a disqualified person solely because he or she is a manager) or by an organization that

Is not described in section 508(a)(1) or (2)? .
If “Yes,” explain.

7 Yes [J No

Instructions

For an explanation of the types of organizations
defined in section 509(a)(3) as being excluded from the
definition of a private foundation, see Pub. 557,
Chapter 3.

Line 1

List each organization that is supported by your
organization and indicate in item 1b if the supported
organization has received a letter recognizing exempt
status as a section 501(c)(3) public charity as defined
in section 509(a)(1) or 509(a)(2). If you answer “No” in
1b to any of the listed organizations, please explain in
1c.

Line 3

Your organization’s governing document may be
articles of incorporation, articles of association,
constitution, trust indenture, or trust agreement.

Line 9

For a definition of a “disqualified person,” see Specific
Instructions, Part I, Line 4d, on page 3 of the
application’s instructions.
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Schedule E. Private Operating Foundations

Most recent

Income Test. tax year

1a Adjusted net income, as defined in Regulations section 53.4942(3)-2(d) . . . . . . . . .
b Minimum investment return, as defined in Regulations section 53.4942(a)-2(0) . . . . . .
2 Qualifying distributions:
a Amounts (including administrative expenses) paid directly for the active conduct of the activities for

which organized and operated under section 501(c)(3) (attach schedute) . . . . . . . . . . L2a
b Amounts paid to acquire assets to be used (or held for use) directly in carrying out purposes described

in section 170(c)(1) or 170(c)(2)(B) (attach schedule) . . . . . . . . . . . . . . . . . L2»
¢ Amounts set aside for specific projects that are for purposes described in section 170(c)(1) or

170(c)2)(B) (attach schedule). . . . . . . . . . . . . . . ..o PO .
d Total qualifying distributions (add lines 2a, b,andc). . . . . . . . . . . . . . .

3 Percentages: . .
a Percentage of qualifying distributions to adjusted net income (divide fine 2d by line 1a) . . .
b Percentage of qualifying distributions to minimum investment return (divide line 2d by fine 1b).
{Percentage must be at least 85% for 3a or 3h)

Assets Test
4 Value of organization’s assets used in activities that directly carry out the exempt purposes. Do not
include assets held merely for investment or production of income (attach schedule) . . . . . . L4
§ \Value of any stock of a corporation that is controlled by applicant organization and carries out its
exempt purposes (attach statement describing corporation) . . . . . . . . . . . . . . S
6 \Value of all qualifying assets (add fines4and5) . . . . . . . . . . . . . . . . 6
7 Vaiue of applicant organization'stotalassets . . . . . . . . . . . . . . . . . .. 7
8 Percentage of qualifying assets to total assets (divide line 6 by line 7—percentage must exceed 65%) 8
. Endowment Test
9 Value of assets not used (or held for use) directly in carrying out exempt purposes:
Monthly average of investment securities at fair marketvalve, . . . . . . . . . . .
‘Monthly average of cash balances. . . . . . . . . . . . . .
Fair market value of all other investment property (attach schedute). . .

d Total (add fines 9a, b,andc). . . . . . . . . . . . . . . . . . . . .. ..
10 Acquisition indebtedness related to line 9 items (attach scheduie) . . . . e e e e
11 Balance (subtractline 10 fromline®d) . .. . . . . . . . . . . . . . . . ..
12 Multiply fine 11 by 3% (¥ of the percentage for the minimum investment return computation

under

section 4942(e)). Line 2d above must equal or exceed the result of this computation, . . . . . |12
Support Test )

13 Applicant organization's support as defined in section 509(d) . . . . . . . . . . . . . L13
14  Gross investment income as defined insection509(e) . . . . . . . . . . . . . . . . |14
15 Support for purposes of section 4942()(3)(B){ii) (subtract line 14 from line . .. . . ... 115
16 Support received from the general public, five or more exempt organizations, or a combination of

these sources (attach schedule). . . . . . . . . . . . . . . . ., . . . . . . (1
17 For persons (other than exempt organizations) contributing more than 1% of ling 15, enter the total

amounts that are more than 1% of line15 . . . . . . . . . . . . . . . . . . . . |1
18 Subtractline 17 fromline16. . . . . . . . . . . . . . . . . .. .. . . .. |18
18 Percentage of total support (divide fine 18 by line 15——must be at least 85%) . . . . . . . . L19 %
20 Does fine 16 include support from an exempt organization that is more than 25% of the amount of

fne 157. . . . . L e ..o »OYes Owe

21 Newly created organizations with less than 1 year's experience: Attach a statemert explaining how the organization is pianning
1o satisfy the requirements of section 4942()(3) for the income test and one of the suppiemental tests during its first year's
operation. Include a description of plans and arrangements, press clippings, public announcements, solicitations for funds,
etc.

22 Does the amount entered on line 2a above inciude any grants that the applicant organization made? 1 Yes [ No
If "Yes,” attach a statement expiaining how those grants satisfy the criteria for “significant involvement”
. grants described in section 53.4942(b)-1(b)(2) of the reguiations.

For more information, see back of Schedule E.




Form 1023 {Rev. 4-96)

Page 22

Instructions

If the organization claims to be an operating foundation
described in section 4942(j)(3) and—

a. Bases its claim to private operating foundation
status on normal and regular operations over a period
of years; or

b. Is newly created, set up as a private operating
foundation, and has at least 1 year's experience;

provide the information under the income test and
under one of the three supplemental tests (assets,
endowment, or support). If the organization does not
have at least 1 year's experience, provide the
information called for on line 21. if the organization’s
private operating foundation status depends on its
normal and regular operations as described in a above,
attach a schedule similar to Schedule E showing the
data in tabular form for the 3 years preceding the most
recent tax year. (See Regulations section 53.4942(b)-1
for additional information before completing the
*Income Test” section of this schedule.) Organizations
claiming section=4942()(5) status must satisfy the
income test and the endowment test.

A “private operating foundation” described in section
4942(j}(3) is a private foundation that spends
substantially all of the smaller of its adjusted net
income (as defined below) or its minimum investment
return directly for the active conduct of the activities
constituting the purpose or function for which it is
organized and operated. The foundation must satisfy
the income test under section 4942(j)(3)(A), as modified
by Regulations section 53.4942(b)-1, and one of the
following three supplemental tests: (1) the assets test
under section 4942()(3)(B)(i); (2) the endowment test
under section 4942())(3)(B)(ii); or (3) the support test
under section 4942(j)(3)(B)ii).

Certain long-term care facilities described in section
4942(j}(5) are treated as private operating foundations
for purposes of section 4942 only.

“"Adjusted net income” is the excess of gross income
determined with the income modifications described
below for the tax year over the sum of deductions
determined with the deduction modifications described
below. ltems of gross income from any unrelated trade
or business and the deductions directly connected
with the unrelated trade or business are taken into
account in computing the organization's adjusted net
income.

Income Modifications

The following are income modifications (adjustments to
gross income):

1. Section 103 (relating to interest on certain
governmental obligations) does not apply. Thus,
interest that otherwise would have been excluded
should be included in gross income.

2. Except as provided in 3 below, capital gains and
losses are taken into account only to the extent of the
net short-term gain. Long-term gains and losses are
disregarded.

3. The gross amount received from the sale or ‘.
disposition of certain property should be included in
gross income to the extent that the acquisition of the
property constituted a qualifying distribution under
section 4942(g)(1)(B).

4. Repayments of prior qualifying distributions (as
defined in section 4942(g)(1)(A)) constitute items of
gross income.

5. Any amount set aside under section 4842(g)(2)
that is “not necessary for the purposes for which it
was set aside” constitutes an item of gross income.

Deduction Modifications

The following are deduction modifications (adjustments
to deductions):

1. Expenses for the general operation of the
organization according to its charitable purposes (as
contrasted with expenses for the production or
collection of income and management, conservation,
or maintenance of income-producing property) should
not be taken as deductions. If oniy a portion of the
property is used for prodiction of income subject to
section 4942 and the remainder is used for general
charitable purposes, the expenses connected with that
property shouid be divided according to those
purposes. Only expenses related to the income-
producing portion should be taken as deductions.

2. Charitable contributions, deductible under secO
170 or 642(c), should not be taken into account as
deductions for adjusted et income.

3. The net operating loss deduction prescribed under
section 172 should not be taken into account as a
deduction for adjusted net income.

4. The special deductions for corporations (such as
the dividends-received deduction) allowed under
sections 241 through 249 should not be taken into

"account as deductions for adjusted net income.

5. Depreciation and depletion should be determined
in the same manner as under section 4940(c)(3)(B).

Section 265 (relating to the expenses and interest
connected with tax-exempt income) should not be
taken into account.

You may find it easier to figure adjusted net income
by compieting column (c}, Part 1, Form 980-PF,
according to the instructions for that form.

An organization that has been held to be a private
operating foundation will continue to be such an
organization only if it meets the income test and either
the assets, endowment, or support test in later years.
See Regulations section 53.4942(b) for additional
information. No additional request for ruling will be
necessary or appropriate for an organization to
maintain its status as a private operating foundation
However, data related to the above tests must be 0
submitted with the organization’s annual information
return, Form 990-PF,
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Schedule F. Homes for the Aged or Handicapped

‘hat are the requirements for admission to residency? Explain fully and attach promotional literature and application forms,

2 Does or will the home charge an entrance or founder's fee? . . . . . . . . . . . . . . . O ves O no
If "Yes,” explain and specify the amount charged. :

3 What periodic fees or maintenance charges are or will be required of its residents?

4a What established policy does the home have concerning residents who become unable to pay their regular charges?

What arrangements does the home have or will it make with local and Federal welfare units, sponsoring organizations, or
thers to absorb all or part of the cost of maintaining those residents?

§ What arrangements does or will the home have to provide for the heaith needs of its residents?

6 In what way are the home's residential facifities designed to meet some combination of the physical, emotional, recreational,
social, religious, and similar needs of the aged or handicapped?

7 Provide a description of the home’s facilities and specify both the residential capacity of the home and the current number
of residents.

8 Attach a sample copy of the contract or agreement the organization makes with or requires of its residents.
For more information, see back of Schedule F.
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Instructions

Line 1

Provide the criteria for admission to the home
and submit brochures, pamphiets, or other
printed material used to inform the public
about the home’s admissions policy.

Line 2

Indicate whether the fee charged is an
entrance fee or a monthly charge, etc. Also, if
the fee is an entrance fee, is it payable in a
lump sum or on an installment basis?

Line 4 ”

Indicate the organization’s policy regarding
residents who are unable to pay. Also,
indicate whether the organization is
subsidized for all or part of the cost of
maintaining those residents who are unable to

pay.
Line 5

Indicate whether the organization provides
heaith care to the residents, either directly or
indirectly, through some continuing
arrangement with other organizations,
facilities, or health personnel. If no health
care is provided, indicate "N/A.”
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Schedule G. Child Care Organizations

‘s the organization's primary activity the providing of care for children away '
‘ fromtheirhomes?. . . . . . . . . . . . ... .. ..., [OYes [ONo

2 How many children is the organization authorized to care for by the state (or local governmental
unit), and what was the average attendance during the past 6 months, or the number of months
the organization has been in existence if less than 6 months?

3 How many children are currently cared for by the organization?

4 |s substantially all (at least 85%) of the care provided for the purpose of
enabling parents to be gainfully employed or to seek employment? . . . [L1Yes [JNo

5 Are the services provided available to the general public?. . . . . . . . [lYes [No
If "No,” explain.

. Indicate the category, or categories, of parents whose chiidren are eligible for the chiid care
services (check as many as apply):

0 low-income parents

[J any working parents (or parents'looking for work)
O anyone with the ability to pay
O other (explain)
Instructions
Line 5 .REMINDER~—If this organization claims to

If your organization’s services are not available ~ Operate a school, then it must also fill out
to the general public, indicate the particular ~ Schedule B.
group or groups that may utilize the services.
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Schedule H. Organizations Providing Scholarship Benefits, Student Aid, etc., to Individuals

1a Describe the nature and the amount of the scholarship benefit, student aid, etc., including the terms and conditions governing
its use, whether a gift or a loan, and how the availability of the scholarship is publicized. If the organization has established
or will establish several categories of scholarship benefits, identify each kind of benefit and explain how the organization
determines the recipients for each category. Attach a sample copy of any application the organization requires individuals to
complete to be considered for scholarship grants, loans, or similar benefits. (Private foundations that make grants for travel,
study, or other similar purposes are required to obtain advance approvat of scholarship procedures. See Reguiations sections
53.4945-4(c) and (d).)

b If you want this application considered as a request for approval of grant procedures in the event we determine that the
organization is a private foundation, checkhere . . . . . . . . . . . . . . . . . . _»

¢ If you checked the box in 1b above, check the boxes for which you wish the organization to be considered.

] 4945(9)(1) C1 4945(g)(2) L] 4945(g)(3)

2 What limitations or restrictions are there on the class of individuals who are eligible recipients? Specifically explain whether
there are, or will be, any restrictions or limitations in the selection procedures based upon race or the employment status of
the prospective recipient or any relative of the prospective recipient. Also indicate the approximate number of eligible individuals.

3 Indicate the number of grants the organization anticipates making annually . . . ., . . . . .»

4 If the organization bases its selections in any way on the employment status of the applicant or any relative of the applicant,
indicate whether there is or has been any direct or indirect relationship between the members of the selection committee and
the employer. Also indicate whether relatives of the members of the seiection committee are possible recipients or have been
recipients.

5 Describe any procedures the organization has for supervising grants (such as abtaining reports or transcripts) that it awards
and any procedures it has for taking action if the terms of the grant are violated.

For more information, see back of Schedule H.
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Additional Information

Private foundations that make grants to 4945(g)(2)— The grant constitutes a prize or
individuals for travel, study, or other similar award that is subject to the
purposes are required to obtain advance provisions of section 74(b), if the
approval of their grant procedures from the recipient of such a prize or award
IRS. Such grants that are awarded under is selected from the general public.

selection procedures that have not been
approved by the IRS are subject to a 10%
excise tax under section 4945. (See

4945(g)(3)—The purpose of the grant is to
achieve a specific objective,

Regulations sections 53.4945-4(c) and (d).) produce a report or other similar

: product, or improve or enhance a

If you are requesting advance approval of literary, artistic, musical, scientific,

the organization’s grant procedures, the teaching, or other similar capacity,
following sections apply to line 1c: skill, or talent of the grantee.

4945(g)(1)—The  grant constitutes a
scholarship or fellowship grant that
meets the provisions of section
117(a) prior to its amendment by
the Tax Reform Act of 1986 and is
to be used for study at an
educational organization (school)
described in section 170(b)(1)(A)i).
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Schedule 1. Successors to “"For Profit” Institutions
o ‘ 1 What was the name of the predecessor organization and the nature of its activities?

2  Who were the owners or principal stockholders of the predecessor organization? (if more space is needed, attach
schedule.)

Name and address Share or interest

3 Describe the business or family refationship between the owners or principal stockholders and principal employees of the
predecessor organization and the officers, directors, and principal employees of the applicant crganization.

4a Attach a copy of the agreement of sale or other contract that sets forth the terms and conditions of sale of the predecessor
organization or of its assets to the applicant organization.
b Attach an appraisal by an independent gualified expert showing the fair market value at the time of sale of the facilities or
property interest sold.

§ Hasany property or equipment formerly used by the predecessor organization been rented to the applicant
. organization or will any such property be rented? . . . . c e e e oo O Yes O e

If "Yes,” explain and attach copies of all leases and contracts.

6 Is the organization leasing or will it lease or otherwise make available any space or equipment to the
owners, principal stockholders, or principat employees of the predecessor organization?. . . . . . [ Yes [] No
If "Yes,"” explain and attach a list of these tenants and a copy of the lease for each such tenant.

7 Were any new operating policies initiated as a result of the transfer of assets from a profit-making
organization to a nonprofit organization? . . . . . . . . . . . . _ . . . .o - ... OvYes Ono
If “Yes,” explain. v

Additional Information

A “for profit” institution for purposes of Schedule | stock, or otherwise exercise an ownership interest. The
includes any organization in which a person may have institution need not have operated for the purpose of

) ‘ a proprietary or partnership interest, hold corporate making a profit.







Activity Code Numbers of Exempt Organizations (select up to three codes that best describe or most accurately identify your organization’s purposes,

activities, operations or type of organization and enter in biock 6, page 1, of the appiication. Enter first the code that most accurately identifies the organization.)

Code

s Activities

urch, s ue, etc.

atioy:g?%gonvention of churches
eligious order

Church auxiliary

Mission

Missionary activities

Evangelism e

Religious publishing activities

Bookstore {use 91¢

Genealogical activities {use 094)

029 Other religious activities

Schools, Colleges, and Related Activities

030 School, college, trade school, etc.
031 Special schoot for the blind,
handicapped. etc.

032 Nursery school

--- Day care center (use 574)

033 Faculty group

034 Aiumni associationorgroup |
035 Parent or parent-teachers association
036 Fraternity or sorori

--- Key club (use 323)

037 Other student society or group
038 School or college athletic association
039 Scholarships for children of employees
040 Scholarships (other)
041 Student loans

042 Swdent housing activities

043 Other swdent aid .

044 Student exchange with foreign country
045 Student operated business

==+ Financial support of schools, coileges,
erc. {use €02}
Achievement prizes or awards (use 914)
Student bookstore (use 918)

Student trave! (use 299) §
Scientific research {see Scientific
Research Activities)

046 Private school

059 Other schooi related activities
Cuttural, Historicat or Other Educational
Activities -

060 Museum, zoo, planetarium. etc.
061 Library
062 Histoncal site, records, or reenactment
063 Monument
Commemorative event {centennial,
festival, pageant, etc.)
air
Community theatrical group
Singing society or group
Cuitural performances
Art exhibit
Literary activities
Cultural exchanges with foreign country
Genealogical activities
Achievement prizes or awards (use 914}
Gifts or grants to individuals {use 561)
Financial support of cultural
organizations (use 602)
118 Other cultural or historical activities
Other Instruction and Training Activities
120 Publishing activities
121 Radio or television broadcasting
122 Producing films
123 Discussion groups, forums, panels,
lectures, etc.
124 Study and research (nonscientific)
125 Giving information or opinion
(see also Advocacy)
126 Apprentice trainin
--- Trave! tours (use 299)
148 Other instruction and training
Heaith Services and Related Activities
150 Hospital
151 Hospital auxiliary
152 Nursing or convaiescent home
153 Care and housing for the aged
{see also 382)
154 Heaith clinic
155 Rural medical facility
158 8lood bank
157 Cooperative hospital service
organization
Rescue and emergency service
Nurses register or bureau
Aid to the handicapped (see also 031)
Scientfic research (diseases)
Other medical research
Health insurance {medical, dental,
optical, etc.)
Prepared group heaith plan
Community heaith planning
Mental health care .
Group medical practice association
In-faculty group practice association
= Hospital pharmacy, parking facility,
food services, etc.
178 Other health services
Scientific Research Activities
180 Contract or sponsored scientific -
research for industry

Code

181 Scientific research for govemment
--- Scientific research {diseases) {use 161}
189 Other scientific research activities
Busi and Prof Organizations
200 Business promotion (Cchamber of
comnmerce, business league. etc.)

201 Real estate association

202 Board of rade

203 Regulating business

204 Promotion of fair business practices

205 Professional association

206 Professional association auxiliary

207 Industry trade shows

208 Convention dispiat

-+~ Testing products for public safety

(use 805)

Research, development, and testing

Professional athletic league

Attracting new industry {use 403)

Publishing activities (use 120)

--- Insurance or other benefits for
members (see Employee or
Membership Benefit Organizations)

271 Unaerwriting municipal insurance

212 Assigned risk insurance activities

213 Tounst bureau

229 Other business or professional group

Farming and Related Activities

230 Farming

231 Farm bureau

232 Agricultural group

233 Horticultural group

234 Farmers cooperative marketing or
purchasing

235 Financing crop operations

=== FFA, FHA, 4-H club, etc. {use 322)

--- Fair {use 065)

236 Dairy herd improvement association

237 Breeders association

249 Other farming and related activities

Mutuai Organizations

250 Mutual diteh, imigation, telephone,
electric company, or like organization

251 Credit union

252 Reserve funds or insurance for
domestic building and loan
association, cooperative bank,
or mutual savings bank

253 Mutual insurance compang

254 Corporation organized under an
Act of Congress (see also 904)

--- Farmers cooperative marketing or
purchasing {use 234)

--- Cooperative hospital service
organization (use 157) -

259 Other mutual organization

Employee or Membership Benefit

Organizations

260 Fratemnal beneficiary society, order,
or association

267 Improvement of conditions of workers

262 Association of municipal employees

263 Association of employees

264 Employee or member weifare
association

265 Sick, accident, death, or similar
benefits

266 Strike benefits

267 Unemployment benefits

268 Pension or retirement benefits

269 Vacation benefits

279 Other services or benefits to
members or employees

Sports, Athletic, Recreational, and

Sacial Activities

280 Country club

281 Hobby club

282 Dinner club

283 Variety club

284 Dog club

285 Women's club

--~ Garden club (use 356)

286 Hunting or fishing club

287 Swimming or tennis club

288 Other sports club

--- Boys Club, Little League, etc. {use 321),

296 Community center

297 Community recreational facilities
fpark, playground, etc.)

298 Training in sports

299 Travel tours

300 Amateur athletic association

--+ School or college athletic association
fuse 038)

301 Fundraising athletic or sports event

317 Other sports or athletic activities

318 Other recreational activities

319 Other social activities

Youth Activities

320 Boy Scouts, Girl Scouts, etc.
321 Boys Club, Little League. etc.

Code
322 FFA. FHA, 4-H club, etc.

K:X club

324 YMCA, YWCA, YMHA, etc.

325 Camp '

326 Care and housing of children
(orphanage, etc.)

327 Prevention of cruelty to children

328 Combat juvenile definquency

349 Other youth organization or activities

Conservation, Environmental, and
Beautification Activities

350 Preservation of natural resources
(conservation)

351 Combating or preventing poliution
(air, water, etc.)

352 Land acquisition for presesvation

353 Soil or water conservation

354 Preservation of scenic beauty

--+ Litigation (see Litigation and Legal
Aid Activities)

-+~ Combat community detefioration

355 &ﬁe 402)

ildlife san or refuge

356 Garden dugtuary 9

379 Other conservation, environmental,
or beautification activities

Housing Activities

380 Low-income housing

381 Low and moderate income housing

382 Housing for the aged (see also 153)

--+ Nursing or convalescent home
(use 152)

-+« Student housing (use 042)

--- Orphanage {use 326)

398 Instruction and guidance on housing

399 Other housing activities

Inner City or Community Activities

400 Area development, redevelopment,
or renewal

--- Housing (see Housing Activities)

401 Homeowners association

402 Other activity aimed at combating
community deterioration

403 Attracting new industry or retaining
industry in an area

404 Community promotion

--- Community recreational facility
{use 297)

--- Community center (use 296}

405 Loans or grants for minority businesses

--- Job training. counseling, or
assistance (use 566}

==+ Day care center (use 574)

-+ Referral service {social agencies)
(use 569)

--+ Legal aid to indigents (use 462)

406 Crime prevention

407 Voluntary firemen'’s organization or
auxiliary

--+ Rescue squad (use 158)

408 Community service organization

429 Other inner city or community
benefit activities

Civil Rights Activities

430 Defense of human and civil rights

431 Elimination of prejudice and
discrimination (race, religion,
sex, national origin, ete.

432 Lessen neighborhood tensions

449 Other civil rights activities

Litigation and Legal Aid Activities

460 Public interest litigation activities |
461 Other liigation or support of fitigation
462 Legal aid to indigents

463 Providing bail

Legislative and Political Activities

480 Propose, support, or oppose legislation

481 Voter information on issues or
candidates

482 Voter education (mechanics of
registering, voting, etc.)

483 Support, oppose, or rate political
candidates

484 Provide facilities or services for
political campaign activities

509 Other legistative and political activities

Advocacy

Atternpt to influence public opinion
conceming:

510 Firearms control

511 Selective Service System

512 National defense policy

513 Weapons systems

514 Govemment spending

515 Taxes or tax exemption

516 Separation of church and state
517 Government aid to parochial schools
518 U.S. foreign policy

519 U.S. military involvement

Code

$20 Pacifism and peace

521 Economic-political systemn of 1.S.

5§22 Ant-communism

523 Rignht to work

524 Zoning or rezoning

525 Location of highway or transportation
erm

526 Rights of criminal defendants

527 Capital punishment

528 Stncter law enforcement

529 Ecology or conservation

530 Protection of consumer interests

531 ‘Medical care service

532 Welfare system

533 Urban renewal

534 Busing students to achieve raciat
balance

§35 Racial integration

536 Use of intoXicating beverages

537 Use of drugs or narcotics

538 Use of tobacco

539 Pronibition of erotica

540  Sex education in public schools

541 Poputation conwol

542 Binh control methods

543 Legalized abortion

559 Other matters

Other Activities Directed to Individuais
560 Supplying money, goods, or services
to the poor

561 Gifts or grants to individuals (other
than scholarships)

~-- Schetarships for children of
employees (use 039}

-=~ Scholarships {(cther) (use 040)

--- Student loans (use 041)

562 Other toans to individuals

563 Marmiage counseling

564 Family planning

565 Credit counseling and assistance

566 Job waining, counseling, or assistance

567 Draft counseling

568 Vocational counseling

569 Referral service (social agencies)

572 Rehabilitating convicts or ex-convicts

573 Rehabilitating alcoholics, drug
abusers, compulsive gamblers, etc,

574 Day care center

575 Seivices for the aged {see also 153
.ai'nd 382)

~-- Training of or aid to the handica
(see 0??1 and 160) Pped

Activities Directed to Other Organizations

600 Community Chest. United Way, etc.

601 Booster club

602 Gifts, grants, or loans to other
organizations .

603 Nonfinancial services or facilities to
other organizations

Other Purposes and Activities

900 Cemetery or burial activities

901 Perpetual care fund (cemetery,
columbarium, ete.)

802 Emergency or disaster aid fund

903 Community trust or component

904 Govemment instrumentality or
agency (see also 254)

905 Testing products for public safety

9806 Consumer interest group

907 Veterans activities

908 Paviotic activities

909 4947(a)(1) trust

910 Domestic organization with activities
outside U.S,

911 Foreign organization

912 Title holding corporation

913 Prevention of 1o animals

914 Achievement prizes or awards

815 Erection or maintenance of public
building or works

916 Cafetena, restaurant, snack bar,
food services, etc.

917 Thiift shop. retail outlet, etc.

918 Book, gift. or supply store

919 Advertising

920 Association of employees

921 Loans or credit reporting

922 Endowment fund or financial services

923 Indians (tribes, cultures, etc.)

924 Traffic or tariff bureau

925 Section 501(c)(1) with 50%
dediuctibility

926 Govemment instrumentality other
than section 501(c)

927 Fundraising

928 4947(2)(2) trust

931 Withdrawal liability payment fund

990 Section 501(k) child care organization
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BASIC REQUIREMENTS FOR APPLYING FOR A
TECHNICAL ASSISTANCE GRANT

THE TAG pROGRAM SR

Community involvement is an important part of the Environmental Pro-
tection Agency’s (EPA) efforts under the Superfund Program to respond
to risks associated with the nation's worst hazardous waste sites. The
Technical Assistance Grant (TAG) Program provides funds for qualified
citizens' groups affected by a Superfund site to hire independent techni-
cal advisors to help interpret and comment on site-related information.
This booklet explains the basic program requirements that your group
must meet to be eligible for a TAG and to successfully complete a TAG
application. The TAG Program is governed by certain regulations,
which are paraphrased throughout this booklet. It is important that you
clearly understand these requirements and how they apply to the TAG
Program. If you wish, you may refer to the full text, recorded in the Code
of Federal Regulations (CFR), Parts 30, 33, and 35, subpart M. The full text
is available from your library and your Regional TAG Coordinator.

THE SUPERFUND CLEANUP PROCESS s

The Comprehensive Environmental Response, Compensation, and Li-
ability Act of 1980 (CERCLA), commonly known as “Superfund,” pro-
vides the nation with its principal means of cleaning up hazardous waste
sites that EPA has placed, or proposes to place, on the National Priorities
List (NPL). The NPL is the list of the nation’s most serious hazardous
waste sites. Milestones in the cleanup process include the following:

* Upon identification of a potentially
contaminated site (discovery), EPA
determines whether the site poses
an immediate threat to human
health or the environment that
warrants immediate “removal”
action. If a contamination problem
exists but does not pose immediate
danger to the community, EPA
conducts a Preliminary Assess-
ment/Site Inspection (PA/SI) to
determine whether the site should
be placed on the NPL.

* Once a site is listed, EPA conducts
detailed technical studies on the




nature and extent of the waste at the site. This examination of the
site contamination and the identification of possible remedies is
called a Remedial Investigation/Feasibility Study (RI/FS). This
study outlines alternative methods of cleanup available and recom-
mends the most suitable one. The Record of Decision (ROD), which
is based on the documents that make up the RI/FS, identifies and
explains the selected remedy.

* After signing a ROD, EPA begins the Remedial Design (RD) phase,
adapting the remedy chosen to site-specific conditions. During
Remedial Action (RA), EPA cleans up the site using the selected
remedy. Operation and Maintenance activities may continue at the
site for many years after the initial cleanup is completed.

TAGs are available at any time during the site cleanup process, but
most opportunities for effective community involvement exist during
the RI/FS (sometimes called the “pre-ROD stage”). This is the stage
when most decisions about how to respond to site contamination are
made and when your technical advisor will be most useful to the mem-
bers of your group.

The TAG process begins when a group of individuals affected by a Super-
fund site listed, or proposed for listing, on the NPL submits either a Let-
ter of Intent (LOI) or a completed TAG
application to its EPA Regional Office.
EPA then notifies the community as a
whole that an application is or will
shortly be under review, giving other
potential applicants 30 days to contact
the original applicant to form a coali-
tion and submit a single application.

Since only one TAG may be awarded
for a site, EPA encourages groups to
consolidate in order to provide techni-
cal assistance to the most widely repre-
sentative group of individuals affected
by assite. If groups are unsuccessful in
forming a coalition, each has an addi-
tional 30 days to prepare its own appli-
cation.

This booklet is intended for groups of
potentially affected individuals who
have decided to apply for a TAG and
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who may have sent EPA an LOI stating this. If you have not sent in
an LOJ, you may do so, although a completed application also serves
that purpose.

To make the best use of your time, you should be certain that your group
is eligible to receive a TAG before beginning the application process. If
you are unsure, you should contact your Regional TAG Coordinator be-
fore proceeding (see inside cover).

MAKING SURE YOUR GROUP IS ELIGIBLE m—

Your group is eligible to receive a TAG if it is a group of individuals po-
tentially affected by a hazardous waste site that is either listed or pro-
posed for listing on the NPL. In addition, EPA must have started its re-
sponse action at the site. The response action begins when EPA sets
aside funds for site cleanup. Your Regional TAG Coordinator can tell
you whether the response action has begun.

While someone representing an ineligible group cannot belong to an eli-
gible group, that person acting as an “affected individual” may be a
member. For example, your mayor could not be a member of your
group if he/she did so as a representative of your local government, but
could participate as a private individual if he/she was affected by the
site. Contact your Regional TAG Coordinator for help in determining
your group’s eligibility.

Incorporating

To be eligible to receive a grant for a
site, your group must be incorporated
as a nonprofit organization for the pur-
pose of addressing that Superfund site.
Incorporation can protect the indi-
vidual members of your group from
potentially serious personal liability
problems. Incorporation costs are reim-
bursable with TAG funds if your group
receives a TAG.

If your group is already incorporated
for another purpose, it must be rein-
corporated for the purposes of the
TAG Program, unless you can show
that your group or group members
have been significantly involved with
issues related to the site. If your group
would be eligible except that it is not
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incorporated, you still may submitan application. However, if your group
is awarded the grant, you must be able to prove both of the following:

* Your group has filed for incorporation by the time of the grant
award.

* Your group has been incorporated by the time you submit your first
request for reimbursement.

By planning the incorporation process to coincide with the application
process, your group will avoid incurring incorporation costs uritil after
you find out if your application is approvable. Be sure to state this in
your application if this is what your group plans to do.

Some groups find it desirable to apply for tax-exempt status at the same
time that they incorporate. When you have tax-exempt status, individu-
als can make tax-deductible cash donations to your group. TAG funds
may be used to cover the additional costs involved. ‘

DEMONSTRATING YOUR GROUP’S CAPABILITIES s sessmen

As a TAG applicant, your group must demonstrate its capability to ade-
quately and responsibly manage the grant. In general, you must demon-
strate that your group has established, or
has plans for establishing, reliable proce-
dures for managing a TAG.

 EPA il ovalia

MEETING YOUR FINANCIAL
REQUIREMENTS = mnssmm—

As specified in the 1986 amendments to the
Superfund law, initial TAG awards are lim-
ited to $50,000 per site. In addition, these
amendments require recipient groups to
coniribute, or “match,” 20 percent of the to-
tal project costs.

Twenty Percent Matching Funds
Requirement

As part of the TAG agreement with EPA,
your group must provide 20 percent of the
total costs of the technical assistance
project. For example, your group must add $12,500 to match an EPA
grant of $50,000 (20 percent of the total project costs of $62,500). Twenty
percent may seem like a lot; however, in recognition of the value of your
group members’ skills and time, the TAG Program allows you to count
the value of volunteered services and contributions of supplies toward
the required match, as well as cash that the group spends on products or
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services. Volunteered services and donated supplies used toward your
match are called “in-kind contributions.”

In-Kind Contributions
In-kind contributions are non-cash contributions to the project. Examples
of in-kind contributions include:

* Volunteered services, such as:

— A bookkeeper’s maintenance of your group’s financial records and
preparation of required financial reports.

~— An auditor’s review of your group’s financial records.

— A lawyer’s aid in drafting a contract for your technical advisor(s).

— Your project manager’s oversight of contracts.

— A group member’s efforts to produce a group newsletter.

— The time spent by group representatives (such as Board Members)
attending site-related meetings.

* Donated supplies, such as:
— Use of equipment (such as a computer or copier) and office space.
— Office supplies (such as paper and pencils).
— Photocopying, printing, and postage.
— Telephone calls.
— Meeting space.

* Other costs in your TAG application that are approved by EPA.

In-kind contributions must be documented in your records and approved
by your EPA Regional Office. Rates for volunteer services must be consis-
tent with rates in your community for
similar services, and may not include
fringe benefits, overhead, or profit.
Your Regional TAG Coordinator can
assist you in determining the eligibility
and value of in-kind contributions.

Waivers of the Matching Funds
Requirement

Because in-kind contributions can be
counted toward your group’s 20 per-
cent match, EPA will waive all or part
of the matching funds requirement
only under unusual circumstances.
EPA can allow waivers only at sites
where the Record of Decision (ROD)
has not yet been signed for the last op-
erable unit at the site.

To request a waiver, include a written
statement describing your group’s
reasons in your application package.
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The Administrative Cap

To ensure that TAG funds are used primarily for their intended pur-
pose—the interpretation and communication of site-related technical
data to the affected community—administrative costs, such as
recordkeeping and accounting activities, may comprise only 20 percent
of the total TAG budget. The total budget includes federal funds and

your group’s matching share.

IDENTIFYING ELIGIBLE ACTIVITIES s s

Eligible activities are those that can be carried out with TAG funds.
Questions concerning activities suitable for technical assistance should be
directed to your Regional TAG Coordinator. The term “contractor” re-
fers to any people or companies you hire (enter into a contract with).

Eligible Activities

-

The purpose of a TAG is to assist groups in obtaining technical assistance
in interpreting site-related documents and other activities that would
contribute to the public’s understanding of overall site conditions and

- Suitable technical adviso
.+ = activities.includi

decisions. To obtain this assistance,
your group should hire a technical
advisor. The TAG project manager
or Board of Directors should provide
direction and oversight of contrac-
tors’ activities.

The exhibit on page 7 suggests a
number of points in the cleanup
process when your technical
advisor’s involvement may be par-
ticularly useful. When you fill out
the grant application, you will be
asked to estimate the amourit of
document review time needed by
your technical advisor. You are en-
couraged to discuss with your Re-
gional TAG Coordinator projected

" tasks for your advisor and how

these tasks may be affected by site-
specific circumstances.

Eligible activities also include hiring
someone with the necessary skills to
help your group manage the grant
(within the constraints of the 20 per-
cent cap on administrative costs).




1 P A
Exhibit
Tasks for Which a Technical Advisor May Be Useful

Removal:
— Reviewing public documents generated during the removal

process.

Preliminary Assessment/Site Inspection: '
— Reviewing Preliminary Assessment/Site Investigation (PA/SI) data
that led to the site’s listing.

Remedial Investigation/Feasibility Study:

— Participating in informal meetings with your group, prior to the
Remedial Investigation/Feasibility Study (RI/FS), to explain what
is known about the nature of the problems at the site based on the
PA/S! data.

— Reviewing selected technical documents, including the RI/FS
report, produced during the RI/FS.

— Participating in public meetings to help clarify information about
site conditions and how the RI/FS will address these conditions.

— Interpreting results of the RI/FS report once itis available for public
review. Explaining the range of alternatives under consideration.
ldentifying the differences among the remedial alternatives with
respect to the group’s preferences.

— Reviewing or assisting in preparing the group’s public comments
on the RI/FS report.

— Explaining the lead and supporting agencies’ recommended
remedial action (RA) presented in the proposed plan for the site.

Remedial Design/Remedial Action::

— Explaining the lead and supporting agencies’ remedlal action
" decision present in the Record of Decision (ROD) for the site.

— Reviewing the remedial design (RD) to ensure that your group’s
concerns are addressed. ,

— Visiting the site vicinity periodically during the RA, if possible, to
observe the progress of construction activities and to provide a
technical update to the group members.

— Reviewing the final inspection/certification report and final tech-
nical report because any concerns over construction activities
must be raised prior to EPA’s acceptance of the completed project.

Operation and Maintenance:
— Reviewing the operation and maintenance plan and close-out
reports for the group.

T
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Ineligible Activities S
Grant funds may not be used to finance | Suitable grant
the following activities: . .- administrator
» Political and lobbying activities. activities includ

* Any tuition or other expenses for T
group members to attend training, . *.Helping to prepare t

seminars, or courses. . “Solicitation” used t

* Generation of new primary data, + hire your adwsor

such as well drilling and testing . Prepanng sollcrtatxo
(including split sampling). ~ packages for pr <spec‘
e Challenging final EPA decisions - - tive contractors. ..
(such as RODs), unless EPA has . Placung pubhc nohc
formally reopened such a decision e P rep anng contra( e

for comment.

e Any activities or expenditures for : :j”;Prepanng fnancn.al an

group members’ travel. . progress reports.,
e Prepanng amendmen t

* Litigation or underwriting legal ;
-and continuation: apph

actions, such as paying attorneys or
technical advisors to participate in
any legal action or proceeding
regarding or affecting the site.

e Activities inconsistent with the cost
principles stated in OMB Circular
A-122, “Cost Principles for Non-
Profit Organizations.”

Although the above activities cannot be
funded with TAG funds, members of
your group may be able to undertake
them by using other funds (so long as those funds are not used to meet
the matching requirement).

THE TAG APPLICATIO N s s s S

The following discussion provides a basic orientation to the structure,
organization, and timing of the application. In addition, it suggests
steps you should take before filling out the application.

Overview of the Application Forms

The application form required for the TAG Program is entitled, “Appli-
cation for Federal Assistance” [EPA Standard Form (SF) 424]. As the
name implies, it is a grant application form used for many grant pro-
grams besides the TAG Program. The basic application form consists of
four parts:




* General Information, Signature, and Certification (SF 424). .
* Budget Information (SF 424A).
* Assurances (SF 424B).

* Project Narrative Statement (Applicant Qualifications and the
Statement of Work).

Your group also must complete a form entitled “Certification Regarding
Debarment, Suspension, and Other Responsibility Matters” (EPA Form
5700-49) if you are applying for a grant of $25,000 or more. This form
represents your group’s assurance that it has not been disqualified from
engaging in transactions with the federal government.

To aid you in completing your application, step-by-step instructions and a
sample version specific to the TAG Program are available along with the
blank forms. If you have questions on the TAG Program requirements or
how to complete the forms, contact your Regional TAG Coordinator.

Consolidating

If you are aware of other groups in your community planning to apply
for a TAG at the same site, you are strongly encouraged to consolidate
your groups and applications into one. If there is more than one quali-
fied applicant and the groups cannot consolidate, EPA will award the
grant to the single most appropriate applicant, based on EPA’s evalua- ,
tion of each application and any additional information requested from
the groups. Everyone benefits if groups form a coalition that most
broadly represents the affected community.

Planning and Scheduling Activities

Typically, a TAG is planned and awarded for a three-year budget pe-
riod. However, the cleanup process at Superfund sites generally takes
longer than three years. If you have funds left at the end of the first bud-
get period and wish to continue your involvement at the site, you can
submit a “continuation application” to EPA prior to the expiration of
that period. If, however, at the end of the first budget period, your
group is out of money and feels that it needs more money for informed
participation in site-related issues, you can apply for additional funds.

Getting Ready

Before filling out a TAG application, you
should contact the EPA Remedial Project Man-
ager for the site to obtain information about
the planned schedule for site activities. This
information will help you plan the tasks you
would like to have your technical advisor(s)
perform. Keep in mind, however, that site ac-
tivity schedules are subject to change.

9




INTERGOVERNMENTAL REVIEW mssssssssm—m———

All grants are subject to intergovernmental review. This means that, if
the state requires it, you must provide it with an opportunity to review
your grant application so that your Governor can stay informed about
the variety of grants awarded within your state. State requirements re-
garding this review vary, so you should call your state’s intergovern-
mental review contact to find out the procedure to follow. Typically,
you will need to submit a copy of your grant application to that contact,
who will distribute it to interested reviewers. Reviewers may or may not
~ ask you to make minor changes in your
application if, for example, it affects state
programs. Your Regional TAG Coordina-
tor can give you the contact’s name and
telephone number for your state.

. Determining state
* requirements should

States may require up to 60 days for the
intergovernmental review process. EPA
cannot process your application package
without evidence that you have submit-
ted the application to the state reviewers,
if necessary. EPA cannot award a grant
until the state has completed its intergovernmental review, as indicated
in Item 16 of your application form.

SUBMITTING YOUR GRANT APPLICATION e s

Completed grant application packages must be submitted to the EPA Re-
gional Office overseeing cleanup activities at your site. You must submit
the original application package and two copies. The primary applica-
tion must have the original signature of your group’s project manager
(the person your group authorizes to certify your group’s compliance
with-EPA’s regulations).

EPA will review and evaluate each application received. You may be
asked to revise your application to clarify certain information or to ad-
equately demonstrate that you have complied with the regulations gov-
erning the TAG Program.

You should be aware that, in general, the information supplied by
groups is not considered confidential. When EPA receives a grant appli-
cation, the information on it becomes part of EPA’s records and therefore
is subject to public release under the Freedom of Information Act (5
U.S.C. 552).




EPA EVALUATION OF THE GRANT APPLICATION mesm—

To ensure that grants are awarded to the applicants most directly af-
fected by the site, EPA has developed a process to evaluate the strengths
and weaknesses of your application. EPA will review and score your ap-
plication using the five evaluation criteria listed below:

1.The presence of an actual or potential health threat posed to group
members by the site. This criterion can be met by establishing a
demonstrable threat to members’ health or a reasonable belief that
the site poses a substantial threat to their health. (30 points)

2.The applicant best represents groups and individuals affected by the
site. (20 points)

3. The identification of how the group plans to use the services of a
technical advisor throughout the Superfund response action. (20
points)

4.The demonstrated intention and ability of the applicant to inform
others in the community of the information provided by the techni-
cal advisor. (20 points)

5.The presence of an actual or potential economic threat or threat of an
impaired use or enjoyment of the environment to group members
that is caused by the site. This criterion can be met by establishing a
demonstrable economic or environmental threat to group members
or a reasonable belief that the site poses a substantial economic or
environmental threat. (10 points)

The “Project Narrative Statement” section of your application is where
you will demonstrate that your group meets these criteria. You need
only supply a paragraph to address each of the above criteria. If EPA re-
ceives competing applications for one site, it will rank each against all
other applications submitted for that TAG. EPA may contact you for
clarification or additional information.

EPA NOTIFICATION OF GRANT APPLICANTS ™eees—

EPA will evaluate your application within 30 days of its receipt. Once it
has reviewed your completed application, EPA will send you a written
notice telling you whether any additional information or clarification is
needed. If your application has been approved, EPA’s Award Official
will prepare, sign, and return to you a grant agreement, which your
group’s project manager also must sign.

The grant agreement specifies TAG budget and project periods, the fed-
eral share of project costs, the matching funds that your group will con-
tribute, a description of the work to be accomplished, and any special

conditions of the project. Within three calendar weeks of recéiving the
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grant agreement, you must either sign and return the agreement to
EPA or request that EPA extend the time for acceptance—otherwise,
the grant agreement may become null and void.

ACCEPTING A GRANT AGREEMENT =weassmmm— wt—

EPA will set aside federal funds for the amount stated in the grant
agreement as soon as the Award Official signs the grant agreement. You
may not incur any costs until you and the EPA Award Official have
signed the grant agreement, with the exception of the cost of incorporation.

By signing and accepting a grant agreement, you are promising to com-

ply with all terms and conditions of the grant agreement, including any

spedal conditions necessary to assure compliance with applicable EPA

state laws, regulations, and policies. You are responsible for efficiently

and effectively managing the project, completing the project according

to the schedule and within budget, and meeting all monitoring and re-
porting requirements.

The terms of the grant, as well as the

. ‘your grant, n workplan and budget contained in
- ./ carefully the: your approved application, are legally
P binding. They may be changed only

through a formal grant amendment.

Other items may be changed ir consul-
tation with EPA. Contact your Re-
gional TAG Coordinator if you have
any questions.

When you receiv

* Dollaram
.awarded.
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A
TAG APPLICATION CHECKLIST

Q -Submit a Letter of Intent (LOI).
3 Read this booklet carefully.

Q If your group knows of other groups planning to apply for a
TAG at the site you are concerned about, try to form a
coalition to submit one joint TAG application.

0 Ifthereissucha group, but you are unable to form a coalition,
notify EPA that you will be submitting a separate application.

U Contact the appropriate state office to determine the intergov-
ernmental review requirements for your state. DO THIS
EARLY.

Complete the grant application package:

— The grant application form, “Application for Federal
Assistance” (EPA Standard Forms 424, 424A, 424B, and
the Project Narrative Statement).

— Certification Regarding Debarment, Suspension, and
Other Responsibility Matters,” (EPA Form 5700-49), if
your group seeks a grant of $25,000 or more.

— If you're applying for a waiver of the matchix;tg funds
requirement, include the relevant information.

U  Submit your application for intergovernmental review, if
necessary.

QO  Send the original version and two copies of your completed
and signed grant application to your EPA Regional Office
while the intergovernmental review process is being
completed.

O  Upon notification that your group's application is approvable
and prior to signing the grant agreement, file the appropriate
documents for incorporation with the proper state agency, if
you haven’t done this already. Submit evidence that you have
done so to EPA.

- Upon receipt of the grant agreement, sign and return it to EPA
within three calendar weeks.
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GLOSSARY

NOTE: Underlined terms are defined elsewhere in the glossary.

Amendment:
See “Formal Amendment.”

Applicant:
Any group of individuals that files an application for a Technical Assistance
Grant (TAG). -

Application:
A completed formal written request for a TAG that is submitted to EPA on EPA
Standard Form 424, or to a state on its appropriate form.

Award:
The Technical Assistance Grant agreement signed by both EPA and the recipient.

Award Official:
The EPA official authorized to sign grant agreements.

Budget:
A financial plan for the spending of all federal and matching funds (including in-

kind contributions) for a Technical Assistance Grant project, proposed by the ap-
plicant and approved by the Award Official.

Budget Period:

The length of time specified in a grant agreement during which the recipient
may spend or obligate federal funds. The budget period may not exceed three
years. A TAG project period may be comprised of several budget periods.

Code of Federal Regulations (CFR):

An annually revised modification of the rules published in the Federal Register by
the executive departments and agencies of the federal government. The CFRis

divided into 50 titles which represent broad areas subject to federal regulation.

Actions by EPA are governed by Title 40 of the CFR.

Comprehensive Environmental Response, Compensation, and Liability Act of
1980 (CERCLA), as amended: : :
A federal Jaw passed in 1980 and modified by the Superfund Amendments and
Reauthorization Act of 1986 (SARA). Commonty know as Superfund, CERCLA
is intended to protect human health and the environment.

Continuation Application:

Application for the extension of a grant agreement for an additional bud get pe-
riod beyond the date to which EPA agreed to fund a specific project. A continu-
ation would be used at the end of each budget period; thus, several may be nec-
essary for one project.
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Contract:
A written agreement between the TAG recipient and another party (a contractor
other than a public agency) for services or supplies necessary to complete the

TAG project.

Contractor:
Any party (i.e., technical advisor) to whom a recipient awards a contract.

Debarment:

An action taken by the Director, Grants Administration Division, U.S. EPA un-
der federal regulations (40 CFR part 32) to deny an individual, organization, or
unit of government the opportunity to participate in EPA grant agreernents or to

receive contracts.

EPA:
The U.S. Environmental Protection Agency. Where a state administers the Tech-
nical Assistance Grant Program, the term “EPA” may mean a state agency.

EPA Regional Office:
An EPA office located in one of the ten EPA Regions.

Expenditure: ‘

The payment of a financial obligation, which involves issuing checks or spend-
ing cash. An example of an expenditure that might be made under a TAG
would be paying a technical advisor for the time he/she spent reviewing a site
feasibility study.

Formal Amendment:
A written modification of a grant agreement signed by both the award offi-
cial and the authorized representative of the recipient.

Grant Agreement:

A legal document that transfers money to a recipient to accomplish the purpose
of the Technical Assistance Grant project. It specifies budget and project periods,
the federal and matching shares of eligible project costs, a description of the
work to be accomplished, and any spedial conditions.

Grant Administrator:
A person hired by the recipient group to handle some or all of the tasks related

to the administration of the TAG.

Incorporation:

To form a legal corporation. Incorporation protects the individual members of
your group from potentially serious personal liability problems that could result
if the grant is awarded to a group or organization that is not incorporated.

In-Kind Contribution:

The value of a non-cash contribution used to meet all or part of a recipient’s
matching funds requirement in accordance with 40 CER 30.307(b). An in-kind
contribution may consist of charges for equipment or the value of goods and ser-
vices necessary to and directly benefiting the EPA-funded project and approved
in your grant budget.
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Intergovernmental Review of Application:

The applicant’s state is provided the opportunity to review the grant application.
This process is designed to inform appropriate state agencies about all applica-
tions for federal assistance funds that have been received from theirjurisdiction.

Letter of Intent (LOI):

Letter used to advise EPA of a group’s interest in applying for a TAG and to trig-
ger EPA’s formal process for notifying other interested parties that an applica-
tion soon will be filed.

Matching Funds: v
The portion of allowable project costs that a recipient must contribute toward

completing the TAG project using in-kind contributions and/ or cash contribu-
tions in non-federal funds (or federal funds, if expressly authorized by law).

National Priorities List (NPL):

EPA’s list of the most serious hazardous waste sites identified for possible long-
term remedial response. EPA is required to update the NPL and publish it in the
Federal Register at least once a year.

Nonprofit Organization:

Any corporation, trust, association, cooperative, or other organization which: (1)
is operated primarily for scientific, educational, service, charitable, or similar
purposes in the public interest; (2) is not organized for profit; and (3) uses its net
proceeds to maintain, improve, and/or expand its operations.

Operable Unit:
A response action taken as one part of an overall site response. A number of op-
erable units can be used in the course of a site response.

Potentially Responsible Party (PRP):

Any individual(s) or company(ies) (such as owners, operators, transporters, or
generators) potentially responsible under sections 106 or 107 of CERCLA for the
contamination problems at a Superfund site.

Project Manager:

The person legally authorized to obligate the organization to the terms and con-
ditions of EPA’s regulations and the grant agreement. This person or their des-
ignee will serve as the principal contact with EPA.

Project Period:
The period of time specified in the grant agreement for completion of all project
work. It may be composed of more than one budget period.

Recipient:
Any group of individuals that has been awarded a TAG.

Record of Decision (ROD):

The document identifying and explaining the selected remediation for the con-
tamination problem at a Superfund site.
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Regional Technical Assistance Grant (TAG) Coordinator:

The official designated in the grant agreement as EPA’s TAG Program contact
with the recipient. TAG Project Officers are responsible for monitoring the
project.

Removal:
An immediate action taken over the short-term to address a release or threatened

release of hazardous substances.

Response Action:

All activities undertaken to address the problems created by hazardous sub-
stances at a site. It begins when EPA, other federal agendies, states, or PRPs set
aside funds for these activities. The document that formally guarantees funding
during the coming fiscal year is EPA’s annual Superfund Comprehensive Accom-

plishments Plan (SCAP).
Split Sampling:
Sending a sample (soil, water, etc.) to multiple laboratories for concurrent, inde-
pendent analysis.
Superfund:
The common name used for the Comprehensive Environmental Response, Com-
sation, and Liability Act of 1980 . Superfund was established by
CERCLA to help pay for the cleanup of hazardous waste sites and to take legal
action to force those responsible for the sites to clean them up. 0
Technical Advisor:

A person hired by a Technical Assistance Grant recipient to help affected groups
and individuals interpret site-related documents regarding the nature of the haz-
ard at the Superfund site for which the grant has been received.

Technical Assistance Grant Project:
The activities or tasks identified in the grant agreement that describe the: technical
assistance offered to the recipient.
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REGIONAL N

CONTACTS

Northeast HSRC

Bill Librizzi

New Jersey Institute of Technology
Otto H. York CEES

138 Warren St.

Newark, NJ 07102

Phone: (201) 596-5846

GreatPlains/Rocky
Mountains HSRC

Pat McDonald

Kansas State University
101 Ward Hall
Manbhattan, KS 66506
Phone: (913) 532-7496

Great Lakes/Mid-AtlanticHSRC
Kirk Riley

A-124 Research Complex-Engineering
Michigan State University

East Lansing, MI 48824

Phone: (517) 355-7493

" South/SouthwestHSRC
John Nemeth
Environmental Science and Technology Program
Georgia Tech Research Institute
229 Baker Building
Atlanta, GA 30332
Phone: (404) 894-7428

Western Region HSRC
Ken Williamson

Oregon State University
210 Strand Agriculture Hall
Corvallis,OR 97331-2302
Phone: (541) 737-6836

TECHNICAL QUTREACH

SERVICES FOR COMMUNITIES

A service of the
University-based
Hazardous Substance
Research Centers
Program

Providing
independent
scientific and
technical assistance
to communities
dealing with
hazardous
substance
contamination
questions.




Who Are We? R

The TOSC programis supportedby the five Haz-
ardous Substance Research Centers. Our centers
are represented by expertsin the fields of environ-
mental science and engineering from twenty-

nine of the nations leading research universities.
Collectively our centers service all of the

United States and Puerto Rico. Ourresearch
develops new treatment methods for hazardous
substances that threaten groundwater and environ-
mental quality.

Through the TOSC program, we provide technical
assistance to communities impacted by
hazardous waste sites.

What Can NG
We Do?

Answer questions about potential
health effects and possible cleanup
technologies for hazardous waste

sites.
*

Assist your community to become
active participants in the decision-
making process involved in cleaning
up hazardous environments.

¢

Hold community workshops and
provide educational material regard-
ing human health, environmental

wsolrea warrrslvfn NrIA DTN

A
PiSKS, Gna regu.aiory Concerns.

Help your community to better
understand what clean-up options
are available and their potential

effectiveness. e

Typesof NN

Services

TOSC provides your community the services you
need to increase your involvement in the
decision making process.

* Review of Technical Materials

Reviewing énd interpreting technical documents
and other material relating to hazardous
substancesis a primary duty of TOSC.

o Education
TOSC often offers seminars, courses,
role-playing, and coaching workshops in order
to educate communities on environmental
science and policy issues.

» Community Organization

Enhancement

TOSC has been instrumental in strengthening
community groups by training community
leaders and facilitating meetings.

® Technical Assistance Tools
TOSC has created educationaland assistance

materials which are useful to community groups
fraught with complicated cleanup i3£




